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Daily  Lesson  Plans  in  Gregg 
Shorthand 

By  M.  E.  ZinmaUj  M.A.j  CS.R. 

Chairman,  Shorthand  Department,  Abraham  Lincoln  High  School,  Brooklyn,  New  York 

Roslyn  E.  Strdsin,  B.A.  and  EliT^beth  Friend,  BS.  in  Commerce 

Instructors,  Abraham  Lincoln  High  School,  Brooklyn,  New  York 


Tfl E  purpose  of  these  plans  is  to  apply  in 
a  practical  way  the  new  method  of  teach¬ 
ing  shorthand — the  sentence  method. 
For  several  years  the  Shorthand  Section  of 
the  New  York  Society  for  the  Experimental 
Study  of  Education,  Professor  Paul  S.  Lomax 
of  New  York  University,  and  others  have  been 
advocating  the  use  of  the  sentence  as  the  basis 
for  teaching  shorthand. 

The  sentences  should  be  taught  in  the  fol¬ 
lowing  manner : 

Unit  S — Stroke  S 

(1)  E.vperiencing  a  Need — The  teacher 
writes  the  sentence  in  shorthand  on  the  board. 
You  .teem  to  think  well  of  your  work. 

The  teacher  asks  the  pupils  to  read  the  sen¬ 


tence.  They  can  read  the  words  with  the 
exception  of  the  word  “seem,”  which  is  new 
to  them. 

(2)  Setting  the  Model — The  teacher  ex¬ 
plains  the  word  “seem,”  emphasizing  the  stroke 
s  and  the  proper  method  of  writing  it. 

(3)  Imitating  the  Model — The  pupils  imitate 
the  outline  that  the  teacher  has  written  on  the 
board. 

(4)  Criticising  the  Product — The  teacher 
asks  the  pupils  to  criticize  their  outline.  He 
might  ask:  “Is  the  s  small  enough?”  “Does  it 
have  the  proper  slant?”  “Why  is  the  right  s 
used  ?” 

(5)  Drill — The  teacher  should  dictate  the 
word  “seem”  several  times.  It  is  not  enough 
to  say,  “Practice  the  outline  several  times.” 
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The  teacher  must  repeat  the  word  each  time 
in  order  that  the  pupils  associate  the  outline 
with  the  spoken  word. 

(6)  Application — The  word  is  now  dictated 
in  the  original  sentence.  This  sentence  should 
be  dictated  at  least  three  times,  each  time  at  a 
higher  rate  of  speed. 

(7)  Test — The  word  is  used  again  in  a 
business  letter  to  see  if  the  pupils  remember 
what  they  have  learned.  At  the  end  of  the 
week  the  students  are  given  a  test  of  the 
words  learned  during  the  week. 

Principles  Underlying  the  Construction  of 
the  Sentence* 

The  following  principles  have  been  used  in 
constructing  the  sentences : 

(1)  Comparison  and  Contrast — The  prin¬ 
ciples  of  comparison  and  contrast  are  used 
frequently;  as 

Comparison — He  aims  to  meet  May. 

Contrast — He  aims  to  increase  the  army. 

(2)  Interests  and  Needs  of  Pupils — There 
is  a  definite  attempt  made  to  present  sentences 
that  will  touch  the  interests  and  needs  of  the 
pupils.  The  sentences  used  are  such  as  might 
occur  in  the  correspondence  of  the  various 
businesses  conducted  in  the  high  school  (such 
as  the  school  store,  lunchroom,  etc.)  or  in 
letters  dictated  by  their  future  employers. 

(3)  Psychological  Principles  of  Appercep¬ 
tion  and  Readiness — ^Whenever  a  new  lesson 
is  introduced,  the  review  sentences  preceding 
the  lesson  are  organized  to  serve  as  an  intro¬ 
duction  to  that  lesson.  For  example,  when 
the  o-hook  is  introduced,  the  review  sentences 
contain  many  words  with  the  prepositions  of, 
all,  over,  which  have  appeared  in  previous 
units.  This  is  in  accordance  with  the  prin¬ 
ciple  of  apperception,  that  is,  the  relating  of 
the  new  to  the  old,  and  with  the  principle  of 


readiness,  which  means  preparation  of  the 
mind  for  the  task  to  be  performed. 

(4)  Continuous  Review  of  Words  and  Brief 
Forms — Each  of  the  sentences  used  in  the 
presentation,  whenever  possible,  contains  words 
or  brief  forms  in  the  previous  units.  This 
provides  for  continuous  review. 

(5)  Review  in  Summary  Sentences — At  the 
end  of  each  day’s  lesson,  there  is  a  letter  which 
contains  all  the  words  taught  in  the  day’s 
lesson.  In  addition,  in  order  to  provide  for 
continuous  review,  whenever  possible,  words 
and  brief  forms  from  units  prior  to  the  pre¬ 
vious  one  are  used.  For  example,  in  Unit  7 
the  summary  letters  contain  review  w'ords  and 
brief  forms  from  Units  5,  4,  3,  2,  and  1. 

Manner  of  Using  the  Daily  Plans 

The  plans  have  been  arranged  so  that  each 
unit  may  be  completed  in  three  days. 

This  was  done  for  the  following  reasons : 

(1)  Many  teachers  like  to  spend  one  week 
on  each  unit.  The  fourth  and  fifth  days  may 
be  spent  in 

(a)  Tests  on  brief  forms  and  words 

(b)  Additional  dictation  of  sentences  and  business 
letters 

(c)  Reading  and  dictation  of  shorthand  plates  at 
the  end  of  each  unit 

(d)  Review  of  words  and  principles  taught  during 
the  week 

(e)  Review  of  previous  units. 

(2)  Frequently  one  or  two  holidays  inter¬ 
vene  and  only  three  days  are  left  for  the  teach¬ 
ing  of  the  lesson.  It  is  therefore  always  pos¬ 
sible  to  finish  the  work  of  the  unit  within 
three  days. 

(3)  Some  teachers  prefer  to  finish  the 
Manual  several  weeks  before  the  end  of  the 
term  in  order  to  provide  for  a  great  deal  of 
business  letter  dictation.  It  is  possible  with 
this  three-day  plan  to  finish  three  units  in 
two  weeks. 


Suggestions  for  Homework  in  Connection  with  These  Daily  Flans 

TERM  I 


(1)  Grade  1  should  be  assigned  two  sheets 
(four  pages — ^the  size  used  in  shorthand 
notebooks),  each  page  divided  in  half.  There 
should  be  at  least  five  outlines  to  each  half 
line  (column). 

(2)  Page  1,  Column  1  should  be  headed 
“Review  Brief  Forms  and  Phrases.”  In  this 
column  the  pupil  writes  all  the  brief  forms 
and  phrases  beginning  with  the  assignment  of 
the  previous  day  and  working  back  until  the 
end  of  the  column  is  reached.  For  example; 
Let  us  presume  that  the  class  is  reviewing 
Unit  10;  the  pupil  will  then  write  all  the  brief 
forms  and  phrases  of  Units  9,  8,  7,  6  until  the 
bottom  of  the  page  is  reached. 


(3)  Page  1,  Column  2.  In  this  column  the 
pupil  will  practice  the  brief  forms  of  the  day’s 
assignment.  Each  brief  form  should  be  prac¬ 
ticed  at  least  five  times,  but  not  consecutively. 
The  best  practice  is  to  write  the  shorthand  in 
the  following  manner  (example  from  Unit  12)  : 


long 

among 

young 

yes 

thank 

long 

among 

young 

yes 

thank 

long 

among 

young 

yes 

thank 

long 

among 

young 

yes 

thank 

long 

among 

young 

yes 

thank 

effort 

strength 

strong 

communicate 

effort 

strength 

strong 

communicate 

effort 

strength 

strong 

communicate 

effort 

strength 

strong 

communicate 

effort 

strength 

strong 

communicate 

1 


*  Vote. — During  th«  flnt  few  weeks,  on  account  of  the  paucity  of  the  vocabulary,  it  wat  not 
according  to  these  principles.  But  in  the  later  units  every  effort  was  made  to  see  that  the 
eating,  and  vital. 


possible  to  organize  sentences 
sentences  were  useful,  inter- 
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etc.  until  the  bottom  of  the  page  is  reached, 
repeating  from  the  beginning  if  necessary 

(4)  Page  2,  Column  1.  This  column  should 
be  headed  “Review  Words.”  In  this  column 
the  pupil  will  write  all  the  review  words  be¬ 
ginning  with  the  words  learned  the  previous 
day  and  going  back  until  the  end  of  the  page 
is  reached.  (See  explanation  No.  2,  about 
Brief  Forms.) 

(5)  Page  2,  Column  2.  In  this  column  the 
pupils  will  practice  each  of  the  new  words  five 
times,  in  a  manner  similar  to  that  explained 
under  Brief  Forms,  No.  3. 

(6)  Page  3.  On  page  3  the  pupils  will  prac¬ 
tice  three  times  the  sentences  dictated  in  class. 
Instruct  the  pupils  to  write  the  sentences  on 
every  fourth  line  when  taking  them  down  in 
class  so  as  to  leave  room  for  this  practice 
work,  thus : 

I  have  your  letter  of  January  IS. 

I  shall  l)e  glad  to  see  you  in  the  near  future. 

I  am  glad  to  see  that  business  is  improving. 

I  shall  give  you  a  big  order  the  next  time  1  call 
upon  you. 

For  home  practice  instruct  the  pupils  to 
write  all  the  sentences  a  second  time,  then  go 
back  and  write  them  all  a  third  time,  com¬ 
pletely  filling  the  space  left.  They  will  thus 
get  splendid  practice  every  day  in  both  reading 
and  in  writing. 

(7)  Page  4.  On  this  page  the  pupils  will 
write  the  review  letter  and  the  summary 
letter  three  times  in  the  same  manner  as  the 
sentence  practice.  Whenever  the  teacher  has 
been  unable  to  dictate  the  summary  letter,  or 
if  there  is  not  enough  in  the  assignment  to 
fill  four  pages,  the  pupils  should  be  instructed 
to  use  the  blank  space  for  additional  practice 
on  brief  forms  and  difficult  words,  or  to  get 
extra  dictation  at  home.  In  order  that  the 
assignment  be  uniform,  pupils  should  be  told 
that  they  must  bring  in  at  least  four  pages 
of  written  work. 

TERM  II 

(1)  As  the  pupils  can  write  faster  now,  the 
teacher  may  assign  an  additional  page  of 
homework,  so  that  they  are  writing  five  prac¬ 
tice  pages.  During  the  first  week  or  two,  they 
may  complain  that  the  assignment  is  too  long, 
but  after  the  first  two  weeks,  when  they  have 
developed  habits  of  concentration  and  skill  in 
writing,  the  pupils  will  find  no  difficulty  in 
finishing  this  work  within  a  reasonable  time. 


(2)  The  written  work  is  similar  to  that  of 
Term  I,  except  for  the  following: 

(a)  Page  1.  Use  the  entire  page  for 

review  of  brief  forms  and  phrases. 

(b)  Page  2.  Use  the  entire  page  for 

review  of  words. 

(c)  Page  3,  Column  1.  This  column  is 
devoted  to  practicing  the  new  brief  forms  or 
phrases. 

(d)  Page  3,  Column  2.  This  column  is 
to  be  used  for  the  practice  of  the  new  words. 

(e)  Page  4.  On  this  page  the  pupils  will 
practice,  three  times,  the  sentences  dictated  in 
class. 

(f)  Page  5.  On  this  page  the  pupils  will 
write,  three  times,  the  business  letters  dic¬ 
tated  in  class,  assigned  from  the  Manual,  or 
from  “Gregg  Speed  Studies.” 

Testing 

(a)  Brief  Form  Tests 

(1)  The  brief  forms  are  the  basis  of  all 
writing.  They  form  from  50  to  90  per  cent 
of  all  written  matter.  They  should  receive 
special  emphasis.  Arrangements  are  made  in 
these  plans  for  special  weekly  tests  on  these 
forms  and  phrases. 

(2)  Those  who  do  not  care  to  give  a 
special  brief  form  test  every  week  may  use 
the  fourth  day  for  review  of  words  and  prin¬ 
ciples  and  for  the  dictation  suggested  in  the 
plan.  The  test  on  brief  forms  and  phrases 
may  then  be  given  as  part  of  the  Friday  ex¬ 
amination. 

(3)  The  following  is  a  suggested  test  for 
the  brief  forms : 

1.  Ask  the  pupils  to  head  the  paper  in  the  manner 
used  in  your  school. 

2.  The  pupils  should  fold  the  paper  lengthwise  in 
four  parts. 

3.  Instruct  them  to  number  Column  1  from  1  to  20, 
and  Column  3  from  21  to  40. 

4.  Dictate  40  brief  forms  and  phrases. 

5.  Allow  the  pupils  about  three  minutes  to  tran¬ 
scribe  the  outlines  in  Columns  2  and  4. 

6.  At  the  end  of  three  minutes  ask  the  pupils  to 
write  on  the  other  side,  using  one-half  the  sheet, 
connected  matter  dictated  by  the  teacher. 

7.  Allow  the  pupils  a  reasonable  time  to  transcribe 
the  sentences  and  to  finish  transcribing  the  words. 

8.  It  is  not  necessary  for  the  teacher  to  wait  until 
the  last  pupil  has  finished.  There  will  always  be  two 
or  three  who  cannot  finish  within  a  reasonable  time, 
and  it  is  not  wise  to  keep  the  entire  class  waiting. 

Marking  the  Tests 

( 1 )  Brief  forms :  Deduct  5  per  cent  for 
each  brief  form  written  incorrectly  or  incor¬ 
rectly  transcribed.  Deduct  5  per  cent  for  each 
error  in  spelling. 

(2)  Dictation:  Deduct  5  per  cent  for  each 
error  in  spelling  or  in  transcription.  Do  not 
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mark  this  part  of  the  test  for  outlines,  although 
the  deduction  may  be  made  for  poor  form  or 
poor  penmanship. 

(3)  If  the  teacher  does  not  care  to  mark 
the  40  words,  mark  only  20  words  and  one- 
half  of  the  connected  matter.  In  this  case, 
deduct  10  per  cent  for  each  error. 

(4)  This  deduction  may  seem  very  severe 
at  first,  but  after  a  few  weeks,  when  the  pupils 
realize  that  they  must  know  their  work  per¬ 
fectly  or  fail,  they  will  come  up  to  the  standard. 

(b)  Word  Tests 

(1)  The  word  test  is  similar  to  the  brief 
form  test,  except  that  3  per  cent  is  deducted 
for  each  error. 

(2)  The  question  arises  whether  words 
that  have  not  been  taught  during  the  week 
should  be  given  in  the  word  test.  This  must 
be  left  to  the  judgment  of  the  teacher.  The 
3  per  cent  deduction  is  based  on  tests  of  words 
taken  directly  from  the  Manual.  If  new  words 
are  given  this  deduction  will  be  found  to  be 
too  severe. 

The  following  are  the  points  in  favor  of 


giving  tests  on  words  taught  during  the  week 
or  taken  directly  from  the  Manual : 

1.  The  vocabulary  in  the  Manual  consists  of  2,500 
of  the  most  frequently  used  words  in  the  language. 
If  the  pupil  masters  these,  he  will  have  a  splendid 
foundation  for  success  in  his  future  work. 

2.  Thorndyke  states  that  the  most  important  laws 
of  learning  are  those  of  readiness,  exercise,  and  effect, 
but  he  emphasizes  the  fact  that  the  most  important 
law  of  all  is  that  of  effect;  that  is,  when  a  pupil  has 
satisfaction  as  the  result  of  what  he  has  learned 
that  satisfaction  is  the  greatest  inducement  for  further 
learning.  If  tests  are  given  on  words  directly  from 
the  Manual,  it  is  possible  for  the  pupil  who  studies 
to  get  good  results.  The  pupil  has  therefore  a  great 
incentive  to  study  during  the  entire  week,  for  he 
knows  that  if  he  thoroughly  masters  the  lesson,  he 
will  be  rewarded  at  the  end  of  the  week. 

Bibliography 

The  following  texts  issued  by  the  Gregg 
Publishing  Company  have  been  used  in  addi¬ 
tion  to  the  Manual  in  preparing  these  Lesson 
Plans : 

Gkegg  Speed  Studies,  John  Robert  Gregy 
Progressive  Exercises,  John  Robert  Gregg 
Dictation  for  Beginners,  Edith  V.  Bisbee 
Progressive  Dictation,  Lillian  Grissom  IVilson 
Word  and  Sentence  Drills,  Mark  I.  Markett 


Lesson  Flans  for  the  First  Week 

Unit  I 


First  Day 

AIM — (1)  To  introduce  Gregg  Shorthand 
and  to  stimulate  the  interest  of  the  class  in 
it.  (2)  To  introduce  the  first  letters  of  the 
Gregg  alphabet  through  their  use  as  brief 
forms.  Note. — Under  no  circumstances  men¬ 
tion  the  fact  that  these  brief  forms  are  really 
the  letters  k,  g,  for  instance;  as  that  tends  to 
confuse  the  student.  (3)  To  teach  the  brief 
forms  can,  go,  in,  not,  are,  will,  there,  an,  he,  I. 

SUGGESTIONS — (1)  Demonstrate  cor¬ 
rect  posture  and  explain  the  advantages  of  it. 
(2)  Discuss  brief  forms  as  words,  not  as 
individual  letters.  (3)  Since  proportion  is 
the  keynote  of  ease  in  transcription,  it  should 
be  emphasized  from  the  beginning.  The 
teacher  will  find  it  wise  to  tell  the  students 
that  the  word  go  is  double  the  size  of  the 
word  can.  This  applies  to  unit  and  are,  the 
other  strokes,  and  to  the  circle  vowels.  Em¬ 
phasize  the  fact  that  e  is  smaller  by  calling  it 
pinhead  e.  (4)  Phrases,  such  as,  /  can,  he 
will,  etc.,  should  be  taught  from  the  beginning 
and  the  advantage  of  phrasing  explained.  (5) 
A  brief  history  of  shorthand  as  an  introduc¬ 
tion  would  be  of  value  here. 

PRESENTATION — Place  on  the  board  in 
longhand  and  in  shorthand  the  sentence  7  can 
go.  Show  the  pupils  that  there  are  21  strokes 


in  the  longhand  sentence  and  only  three  in  the 
shorthand  sentence. 

Ask  them  to  try  to  write  7  can  go  in  short¬ 
hand,  calling  particular  attention  to  the  pro¬ 
portion  and  formation  of  can  and  go;  the  next 
differentiation  is  between  7  and  he,  for  the 
second  sentence.  He  can  go.  The  same  pro¬ 
cedure  should  be  carried  out  with  the  following 


sentences : 

he 

He  can  go. 

there 

lie  can  go  there. 

I  can  go  there. 

in 

I  can  go  in  there. 

not 

He  cannot  go  in  there. 

will 

He  ivill  go  in  there. 

I  will  not  go  in  there. 

hour,  an 

I  will  go  there  in  an  hour. 

ASSIGNMENT — The  following  material 
should  be  assigned  for  the  four  pages  of 
practice  work  required : 

Page  1 — Manual,  Column  1,  page  1,  ten  times. 

2 —  ^Spced  Studies,  Par.  1,  first  two  lines,  ten 
times. 

Pars.  2,  3,  ten  times. 

3 —  Sentences  dictated  in  class,  three  times  each. 

4 —  Write  as  many  sentences  as  you  can  using 
the  shorthand  words  you  have  learned  today 
in  (1)  shorthand  and  (2)  longhand.  The 
pupil  writing  the  most  combinations  with  best 
outlines  will  secure  extra  credit. 

SUMMARY — Dictate  sentences  presented 
and  have  them  read  back. 
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Second  Day 

AIM — (1)  To  review  brief  forms  presented 
yesterday.  (2)  To  teach  additional  brief  forms 
am,  at,  it,  n.'ould,  -iny,  the. 

REVIEW — (1)  Dictate  brief  forms  and 
phrases  used  yesterday.  (2)  Dictate  sentences 
presented  yesterday. 

SUGGESTIONS — (1)  Be  sure  pupils  read 
back  everything  they  write.  It  is  a  good  plan  in 
the  review  dictation  to  send  two  or  three  of 
the  best  pupils  to  the  board  so  that  class  will 
have  correct  models  of  good  penmanship  and 
of  accurate  notes.  (2)  Stress  exaggeration  of 
proportion  for  facility  of  transcription.  (3) 
Emphasize  good  penmanship,  and  give  pupils 
drill  on  forms  which  they  are  likely  to  write 
incorrectly.  Anticipate  difficulties,  e.  g.,  em¬ 
phasize  the  slant  in  t  and  d;  show  that  k 
and  y  are  not  flat  curves,  but  should  be 
written  like  the  top  of  the  letter  m.  (4) 
Liberal  use  of  the  blackboard  recommended. 
(5)  A  brief  discussion  on  the  opportunities 
for  success  in  business  open  to  stenographers 
would  be  in  place  here.  Illustrations,  the  lives 
of  prominent  men,  such  as  Wilson,  Cortelyou 
(Roosevelt’s  secretary),  Swem,  Dupraw,  etc., 
would  be  valuable  at  this  time.  Mention  the 
following  opportunities :  civil  service,  city, 
state,  and  federal ;  stenographer,  secretary, 
office  manager,  convention  reporting,  court  re¬ 
porting,  etc. 

PRESENTATION — All  the  new  work 
should  be  placed  on  the  board  by  the  teacher. 


it 

It  will  go  well  there. 

would 

It  would  go  well  there. 

I  would  go  there. 

He  would  not  go  there. 

the 

I  can  go  at  the  hour. 

am 

I  am  at  the  well. 

more 

There  are  more  in  there. 

going 

I  am  going  at  the  hour. 

willing 

I  am  willing. 

ASSIGNMENT — The  second  day’s  assign¬ 
ment  for  practice  is : 

Page  1 — Manual,  brief  forms  Unit  1,  ten  times. 

2 —  Speed  Studies,  Pars.  1,  2,  3,  4,  ten  times. 

3 —  Sentences  (review  and  presentation),  five 
times. 

SUMMARY — Dictate  sentences  in  the  pres¬ 
entation  part  of  the  lesson  in  order  to  develop 
speed  and  accuracy  in  notetaking  and  reading. 

Third  Day 

AIM — (1)  To  review  brief  forms  and 
phrases  of  Unit  1.  (2)  To  teach  the  method 
of  expressing  is,  a  question  mark,  and  the  end 
of  a  paragraph.  (3)  To  teach  the  method  of 
studying  a  reading  plate  through  Par.  6. 


REVIEW — (l)Dictate  and  have  read  back 
brief  forms  and  phrases  of  Unit  1.  (2)  Dic¬ 
tate  and  have  read  back  Summary  sentences 
of  yesterday’s  lesson. 

SUGGESTIONS — (1)  Stress  exaggeration 
of  proportion  for  facility  of  transcription.  (2) 
Many  good  teachers  allow  their  pupils  to  have 
their  books  open  while  they  are  writing  these 
plates  from  dictation.  The  pupils  thus  have 
excellent  models  of  penmanship  (slant  and 
proportion). 

PRESENTATION — In  addition  to  new 
characters,  the  first  Reading  and  Dictation 
exercise  is  presented  in  this  lesson  (see  sug¬ 
gestions  following). 

is  He  is  going  there, 

f  I  can  go  there  in  an  hour,  can  he 

go?  I  will  not  go  will  he?  (end 
Par.  mark  of  paragraph) 

Par.  6 — dive  class  five  minutes  to  read  it  through 
silently.  .\t  the  end  of  that  time  ask  to  have  it  read, 
sentence  by  sentence,  clearing  up  difficulties  as  they 
arise.  Have  this  done  several  times  until  the  plate 
can  l)e  read  easily  and  fluently.  Dictate  the  para¬ 
graph  and  have  it  read  back  from  the  students’  notes. 
Have  the  class  check  on  all  outlines  and  dictate  again. 

ASSIGNMENT — For  practice  after  this 
lesson  assign  for 

Page  1 — Brief  forms  Unit  1,  ten  times. 

2 —  Speed  Studies.  Pars.  1,  2,  3,  4,  ten  times. 

3 —  Sentences  in  class  (review  and  presentation) 
and  summary  paragrraph,  three  times. 

4 —  Par.  6,  Manual,  three  times. 

SUMMARY — Dictate  the  following  para¬ 
graph  : 

He  will  go  there  in  an  hour.  I  am  not  willing.  He 
will  not  go  there.  I  can  go,  can  he?  I  would  not  go, 
would  he  go?  It  would  not  go  well  there.  Will  more 
go  there?  Good,  he  will  go.  He  is  not  going  there. 
He  is  at  the  well. 

Fourth  Day 

AIM — (1)  To  present  as  letters  the  curved 
forward  characters  already  learned  as  brief 
forms.  (2)  To  use  the  vowels,  a  and  e,  in 
their  various  sounds,  joined  to  curved  forward 
strokes. 

REVIEW — (1)  Dictate  brief  forms  of 
Unit  1.  (2)  Have  pupils  read  from  homework 
papers  the  Summary  letter  of  preceding  day. 
Then  dictate  it  and  have  it  read  back  again. 
(3)  Dictate  for  testing  purposes  the  brief 
forms  and  phrases  of  Unit  1. 

SUGGESTIONS — (1)  Emphasize  the  fact 
that  shorthand  is  written  according  to  sound. 
The  class  should  be  instructed  to  sound  each 
word  before  writing  it.  (2)  The  teacher  might 
bridge  the  gap  between  the  brief  form  can 
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and  the  letter  k  by  illustrating  that  can  occurs 
so  frequently  that  we  use  the  letter  k  for  the 
word.  This  accounts  for  the  term  brief  form. 
(3)  Stress  exaggeration  of  proportion  for 
facility  of  transcription. 

PRESENTATION — Give  the  following 
words  and  sentences  to  illustrate  the  circle 


joinings : 

ache 

It  is  an  ache,  is  it  not? 

gay 

He  is  not  gay. 

Ray 

Ray  is  not  going  there  at  the  hour. 

ailing 

Is  he  ailing  t 

hack 

Is  the  hack  there? 

hag 

The  hag  is  not  in  the  hack. 

array 

Is  it  a  good  array  t 

allay 

Ray  will  allay  his  ache. 

key 

Is  the  key  in  the  hack? 

here 

Here  is  the  key  in  the  hack. 

heal 

Ray  will  heal  his  ache. 

egg 

Here  is  an  egg. 

ill 

Ray  is  ill. 

ASSIGNMENT— 

First  column 
P.ige  1 — Brief  forms 
Unit  1,  ten 
times. 

2 —  Words  Speed 
Studies  Par.s. 

1,  2,  3,  4,  five 
times. 

3 —  Sentences  pre¬ 
sented  in  class, 
three  times. 

4 —  Summary  and 
review  para¬ 
graphs.  three 
times. 

SUMMARY — Dictate  these  sentences 
(Count  made  according  to  new  method  de¬ 
scribed  on  page  21)  : 

Is  Ray  ailing?  It  is  an  ache,  is  it  not?  He  will  go 
in  the  hack.  The  air  will  allay  his  ache.  The  key  is 
here20  in  the  hack.  The  hag  is  not  in  the  hack,  Ray  is 
there.  He  is  not  gay,  he  is  ill.  He  will  go  in  the  air 
at  the*®  hour.  The  air  will  heal  his  ache.  (45) 

Fifth  Day 


PRESENTATION — Distinguish  between 
right  and  left  motion  by  illustrating  the  direc¬ 
tion  of  the  hands  of  the  clock.  “The  clock  is 
right,”  is  a  useful  device  in  this  connection. 

atm  Ray  will  aim  well. 

may  Harry  may  aim  well. 

aid  He  will  aid  Harry  in  the  gay  array. 

day  The  day  is  here. 

hat  The  hat  is  here  in  the  hack. 

add  He  can  add  well,  can  he  not? 

heed  He  may  heed  Ray. 

knee  His  knee  is  aching. 

me  He  is  aiming  at  me. 

Eddy  Eddy  will  heed  Ray. 

head  His  head  is  aching;  he  is  ill. 

him  Eddy  will  heed  him. 

ASSIGNMENT— 

First  column  Second  column 

Page  1 — Brief  forms  Par.  12,  five  times 

Unit  1,  ten 
times. 

2 — Words  Par.  11, 
three  times. 

Speed  Studies 
1.  2,  3,  4, 
three  times. 

3  — Sentences  in 
class,  three 
times. 

4 — Review  and 
summary  para¬ 
graphs,  three 
times. 

SUMMARY — Dictate  the  following  para¬ 
graphs  ; 

Ray  will  lay  his  hat  in  the  tree.  Harry  will  aid 
him  in  aiming  at  it.  He  may  aim  well.  He  cannot 
hit  it.  He^®  will  aim  at  me.  T  will  aid  Ray  aim  at 
his  hat  in  the  tree. 

Hattie  cannot  add  well,  can  Harry?  Is  Harry 
going*®  to  aid  her?  He  would  not  aid  her.  Eddy  will 
aid  her.  (49) 


Second  Week 

Unit  I 

First  Day 


Second  column 
Par.  11  (Manual),  ten 
times 


AIM — (1)  To  present  as  letters  the  straight 
forward  characters  already  learned  as  brief 
forms.  (2)  To  differentiate  between  right  and 
left  motion.  (3)  To  use  the  vowels  a  and  e, 
in  their  various  sounds,  joined  to  straight 
forward  strokes  in  the  right  motion. 

REVIEW — (1)  Dictate  for  review  brief 
forms  of  Unit  1  and  words  of  Par.  11.  (2) 
Dictate  summary  paragraph  of  preceding  day. 

SUGGESTIONS — (1)  Stress  exaggeration 
of  proportion  for  facility  of  transcription.  (2) 
Teacher  should  stress  Pars.  3  and  4,  page  19 
Speed  Studies,  concerning  the  matter  of  com¬ 
pletely  closing  the  circle  and  method  of  joining 
the  circle  vowel  to  the  consonant. 


AIM — (1)  To  teach  the  correct  approach 
to  a  reading  and  dictation  plate  through 
Par.  13.  (2)  To  review  the  principles  of 

joinings  (circle  vowels  joined  to  single  curves 
and  to  single  straight  strokes)  taught  in 
Unit  1,  through  the  illustrations  in  Par.  13, 
in  preparation  for  a  test  on  the  unit  tomorrow. 

REVIEW — (1)  Dictate  brief  forms  of 
Unit  1,  Pars.  11  and  12.  (2)  Dictate  Sum¬ 
mary  paragraph  of  preceding  day. 

SUGGEST  I ONS — The  teacher  should  avoid 
the  danger  of  spending  much  time  in  drilling 
on  rules.  Beginning  teachers  fall  into  this 
error  and  lose  valuable  time  which  could  be 
used  in  dictating  and  reading  of  notes. 


September  Nineteen  Thirty-One 


PRESENTATION — Have  pupils  read  to 
themselves  as  much  as  they  can  of  Par.  13. 
After  a  few  minutes  have  it  read,  sentence  by 
sentence,  orally.  After  a  sentence  is  read  the 
student  should  be  asked  the  rule  for  Jhe  par¬ 
ticular  joining,  as  in  the  word  day;  he  should 
know  that  the  circle  vowel  is  joined  to  a 
straight  stroke  with  the  right  motion,  etc. 
(See  “Suggestion,”  in  Introduction.) 

After  the  plate  has  been  read  several  times 
in  this  fashion  volunteers  should  be  called 
upon  to  read  the  whole  thing  through.  When 
several  students  have  been  able  to  read  it  at 
approximately  80  words  a  minute  the  teacher 
should  dictate  it  and  have  it  read  back  from 
the  students’  notes.  This  reading  back  must 
be  done  fluently,  since  the  habit  of  hesitation 
in  reading  one’s  notes,  if  established  early  in 
one’s  shorthand  career,  is  very  hard  to  break 
later  on. 

Any  perplexing  questions  on  the  unit  should 
receive  careful  attention  at  this  time. 

ASSIGNMENT— 

Page  1 — Brief  forms  Unit  1,  ten  times. 

2 —  Words  Pars.  11,  12,  five  times.  Speed  Studies 
3,  4,  five  times. 

3 —  Par.  13,  twice. 

4 —  Review  paragraph  and  summary  dictation, 
three  times. 

Study  for  test  on  Unit  1  tomorrow. 

SUMMARY — Dictate  from  “Progressive 
Dictation”  by  Wilson,  pages  2,  3,  Pars.  11,  13. 


Second  Day 

AIM — (1)  To  test  the  knowledge  of  Unit  1. 
(2)  To  give  additional  practice  in  dictation 
and  transcription. 

REVIEW — (1)  Dictate  brief  forms  of  Unit 
1.  (2)  Dictate  Summary  paragraphs  of  pre¬ 
ceding  day. 

TEST  MATERIAL— {\)  Twenty-five 
words,  15  brief  forms  and  phrases,  from  Unit 
1  to  be  marked  for  shorthand  and  transcrip¬ 
tion.  (2)  Dictate  from  “Dictation  for  Be¬ 
ginners,”  by  Bisbee,  page  1,  sentences  1 
through  4,  Par.  1 ;  sentences  1  through  4, 
Par.  2.  This  is  to  be  marked  for  transcription 
only.  Mark  spelling  as  a  full  error.  (See  sug¬ 
gestions  for  marking  in  Introduction.) 

SUPPLEMENTARY  DICTATION  MA¬ 
TERIAL — (1)  Dictate  from  “Progressive 
Dictation,”  by  Wilson,  Par.  20,  page  3,  the 
first  50  words,  to  be  read  back  and  outlines 
checked  in  class.  (2)  Dictate  Par.  13,  Manual. 

ASSIGNMENT— 

Page  1 — Brief  forms  Unit  1,  ten  times. 

2 —  Words  Pars.  11,  12,  ten  times. 

3 —  Par.  13,  twice. 

4—  Supplementary  dictation  material,  twice. 
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Unit  2 
Third  Day 

AIM — To  teach  the  method  of  joining  circle 
vowels  to  consonants  when  the  junction  of  the 
consonants  forms  an  angle. 

REVIEW — (1)  Dictate  brief  forms  of 
Unit  1.  (2)  Dictate  words  most  students 

wrote  incorrectly  on  yesterday’s  test.  (3)  Dic¬ 
tate  the  following  paragraph : 

His  aim  is  good.  Harry  will  hit  the  tee,  will  he 
not?  Eddy  will  aid  Harry  in  hitting  the  tee.  Ella 
will  hit-0  the  tee.  Eddy  will  go  in  the  hack  in  the 
alley.  Eddy  is  ill.  The  good  air  will  aid  him.  It 
will  allay  his^O  ailing.  (41) 

PRESENTATION — Give  the  following 
words  and  sentences : 


cake 

There  is  an  egg  in  this  cake. 

kick 

He  may  kick  the  tee. 

gate 

There  is  a  gate  in  the  alley. 

get 

He  will  get  an  ear-ache. 

calm 

It  is  a  calm  day,  is  it  not? 

make 

Ella  will  make  a  good  cake. 

met 

Ray  met  Eddy  at  the  hack. 

maid 

The  maid  is  in  the  hack. 

team 

Eddy  made  the  team. 

rear 

The  gate  is  in  the  rear. 

rain 

It  lay  there  in  the  rain. 

rainy 

It  is  a  rainy  day. 

dream 

He  is  dreaming. 

tale 

It  is  a  tale  of  a  good  game. 

NEW 

BRIEF  FORMS— The  class  should 

be  shown  how  to  write  the  outlines  for  the 
following  brief  forms.  These  are  the  new  brief 
forms  for  this  week: 

of,  that,  was,  they,  this,  and,  to,  be,  Mr.,  yours 
truly,  dear  sir.  , 


Second  column 

Unit  2  through  be,  ten 
times 

Par.  24,  ten  times. 


Par.  14,  five  times. 


Speed  Studies  Par.  5, 
three  times. 


ASSIGNMENT— 

First  column 

Page  1 — Brief  forms 
Unit  1,  five 
times. 

2 — Words  Unit  1 
(Pars.  11,  12), 
twice. 

.  3 — Sentences  in 
class,  three 
times. 

4 — Review  and 
summary  para¬ 
graphs,  three 
times. 


SUMMARY — Vary  the  drill  by  sum¬ 
marizing  the  lesson  in  letter  form: 

Dear  Sir: 

There  is  going  to  be  a  good  game  at  Erie.  It  will 
lie  a  calm  day.  The  team  kick  will  be  made  by 
Henry.20  The  team  will  be  met  at  the  gate.  They 
will  not  be  in  the  rear.  It  will  make  a  good  tale. 
Yours  truly,  (38) 
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Fourth  Day 

AIM — To  teach  the  method  of  placing  the 
circle  inside  the  curve  when  straight  strokes 
and  curves  join  without  an  angle. 

REVIEW — (1)  Dictate  brief  forms  of  Unit 
1  and  those  of  Unit  2.  assigned  for  today. 
(2)  Dictate  Summary  letter  of  preceding  day. 

PRESENTATION — Illustrate  the  new 
principle  (see  “Aim")  : 

rate  At  this  rate  he  cannot  get  at  the  gate. 

rattle  There  was  a  rattle  in  the  rear  at  the  gate. 

raid  Harry  and  Ray  made  this  raid. 

read  He  will  not  read  a  tale  in  the  rain. 

red  Here  is  the  red  gate. 

rid  The  team  will  not  get  rid  of  him. 

riddle  This  tale  is  a  good  riddle. 

writ  Read  this  writ. 

take  Eiddy  will  not  take  Mary  and  me. 

taken  Mary  was  taken  there  by  Ellen. 

tack  Get  me  the  red  tack. 

tag  There  is  a  red  tag  by  the  gate. 

ticket  Take  that  ticket  at  the  gate. 

deck  The  team  will  meet  him  at  the  end  of  the  deck. 

dig  He  is  digging  a  well  in  the  rear. 

ASSIGNMENT— 

First  column 
Page  1 — Brief  forms 
Unit  1,  five 
times 

2 — Words  Par.  11, 

12,  three  times. 

Speed  Studies 
Par.  5,  three 
times. 

3  — Sentences  in 
class,  three 
times. 

4 — Review  and 
summary  let¬ 
ters,  three 
times. 

NEW  BRIEF  FORMS — Explain  the  for¬ 
mation  of  the  following  brief  forms : 
yent,  then,  them,  great,  with,  without. 

SUMMARY— Another  letter. 

Dear  Sir: 

I  will  dig  a  well  at  the  red  gate  in  the  rear.  Dick 
will  aid  me.  I  will  tack  a  red  tag  and  ticket  there. 20 
It  will  lie  taken  by  the  team.  Mr.  Lane  will  get  the 
writ.  He  and  Mr.  Day  will  lie  there.  It  will  lie  a 

goo<H0  well. 

Yours  truly,  (43) 

Fifth  Day 

AIM — (1)  To  teach  the  method  of  writing 
the  circle  between  two  straight  strokes  in  the 
same  direction.  (2)  To  teach  the  method  of 
writing  the  circle  between  opposite  curves. 

REVIEW— (1)  Dictate  brief  forms  of 
Units  2  and  1.  (2)  Dictate  Summary  letter 

of  preceding  day. 

SUGGESTION — The  teacher  can  show  the 
logic  of  the  right-motion  in  the  word  mean 
by  illustrating  that  it  is  a  continuation  of  the 
word  me. 


PRESENTATION — (1)  Between  straight 
strokes  in  the  same  direction. 

mean  He  cannot  mean  me. 

main  This  is  the  main  treat  of  the  day. 

man  _  This  man  and  Dick  will  be  at  the  great 
game. 

linen  They  will  go  with  the  head  man  of  the 

linen  mill. 

deed  This  is  a  great  deed. 

dad  Her  dad  cannot  lie  mean  to  her. 

Teddy  Teddy  will  not  go  without  them. 

data  He  will  then  take  the  main  data  to  you. 

(2)  Between  opposite  curves. 

lake  Her  dad  was  going  to  take  her  to  the  lake. 

leak  This  drain  will  not  leak. 

wreck  That  train  was  in  a  ivreck  at  Erie. 

rag  Teddy  will  not  take  the  red  rag. 

kill  He  will  not  kill  that  man. 

gear  That  is  not  a  good  gear. 

gale  There  was  a  great  gale  at  the  end  of  the  day. 

ASSIGNMENT— 

First  column 
Page  1 — Brief  forms 
Unit  1,  ten 
times. 

2 —  Words  Pars. 

11,  12,  14,  IS, 
three  times. 

3 —  Sentences  in 
class,  three 
times. 

4 —  Review  and 
summary  let¬ 
ters,  three 
times. 

SUMMARY— Vetter. 

Dear  Sir: 

Mr.  Teddy  Lane  will  be  here  at  two  with  the  main 
data  of  the  linen  mill.  The  wreck  at  the  end  of20  the 
lake  will  not  make  him  late.  This  man  and  I  will  then 
go  to  your  dad  to  hear  the  tale  of  the  great  leak  in 
theio  linen  mill.  Will  you  go  too? 

Yours  truly,  (46) 


Third  Week 

Unit  2 

First  Day 

AIM — To  teach  the  method  of  joining  con¬ 
sonants  of  different  sizes  and  of  the  same  size. 

REVIEW — (1)  Dictate  the  brief  forms  of 
Units  1  and  2.  (2)  Dictate  the  Summary 

letter  of  the  preceding  day. 

SUGGESTIONS— {\)  -Ik  is  an  infrequent 
combination  and  is  therefore  written  in  its 
normal  style.  (2)  Call  attention  to  the  brief 
form  great  in  the  review  letter.  The  students 
will  then  feel  that  emphasizing  the  first  in  a 
two-consonant  combination  is  not  new  to  them. 

PRESENTATION— (\)  Joining  of  con¬ 
sonants  of  equal  length. 

cream  The  cake  is  made  with  cream  and  an  egg. 

crate  At  that  rate  the  crate  will  get  here  by 

that  day.  {Continued  on  page  27) 


Second  column 

Unit  2,  ten  times. 


Pars.  14,  IS,  five  times. 


Speed  Studies,  Par.  6, 
five  times. 


Second  column 

Unit  2,  ten  times. 


Pars.  17,  18,  ten  times. 


Si>eed  Studies,  Pars.  7, 
8,  three  times. 
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SCHOOL  NEWS  PERSONAL  NOTES 


From  the  Editor’s  Mail  Bag 


HE  many  friends  of  Mr.  Frank  James 
Arnold  and  Miss  Marie  Marik  will  be 
interested  to  learn  of  their  marriage  on 
Sunday,  June  28,  in  New  York  City. 

We  have  been  watching  this  romance  with 
great  personal  interest,  for  a  better  matched 
couple  could  never  be  found.  Both  are  first 
assistants  in  New  York  City  High  Schools— 
Mr.  Arnold  at  the  Haaren  High  School,  Miss 
Marik  at  Elastern  District  High  School.  Both 
are  keenly  interested  in  commercial  education. 
Both  have  contributed  much  by  study,  re¬ 
search,  and  writing  to  the  literature  of  com¬ 
mercial  education  and  have  made  their  mark 
in  this  field. 

Both  of  them  have  been  members  of  the 
New  York  City  Gregg  Shorthand  Teachers’ 
Association  for  many  years.  Both  have  served 
on  the  Executive  Committee  of  this  association 
w'ith  conspicuous  success.  Mr.  Arnold  has 
l)een  honored  by  election  to  the  presidency  of 
the  association  and  Miss  Marik  has  graced 
with  efficiency  the  vice-president’s  chair.  Both 
have  shown  a  professional  spirit,  alertness, 
and  comprehension  of  the  problems  of  com¬ 
mercial  education  well  beyond  the  average. 

We  sincerely  hope  and  firmly  believe  that 
they  will  have  their  full  share  of  happiness, 
and  we  are  sure  that  our  readers  will  join  in 
extending  most  sincere  good  wishes  to  Mr, 
and  Mrs.  Arnold. 


N  July,  Becker  College  of  Business  Admin¬ 
istration  and  Secretarial  Science  and  Post 
Business  Institute,  both  of  Worcester,  Massa¬ 
chusetts,  were  united  into  one  institution.  The 
new  school  will  be  known  as  Becker  College 
of  Business  Administration  and  Secretarial 
Science. 

The  merger  brings  together  two  schools 
that  have  served  Worce  ter  and  vicinity  long 
and  well.  Becker  College  was  founded  in  1887 
by  the  late  Edward  C.  A.  Becker  and  has 
continued  as  an  educational  institution  in 
Worcester  since  that  time.  Only  a  few  years 
ago  the  ownership  and  management  of  the 
school  was  assumed  by  Warren  C.  Lane  and 
Edward  P.  Jeni^on,  under  whose  direction  it 
has  continued  to  grow  and  prosper.  At  that 
time  the  name  of  the  school  was  changed  to 


Becker  College  of  Business  Administration  and 
Secretarial  Science  from  old  Becker  College. 
Post  Business  Institute  was  founded  by 
Mr.  Charles  B.  Post  in  1889  and  for  many 
years  occupied  quarters  in  the  Taylor  Building 
at  476  Main  Street.  Like  Becker  College, 
Post  Business  Institute  has  long  been  widely 
and  favorably  known  throughout  New  Eng¬ 
land. 

Officers  of  the  new  corporation  are  War¬ 
ren  C.  Lane,  C.  P.  A.,  president;  Charles  B. 
Post,  vice-president:  Edward  P.  Jenison, 
treasurer ;  and  Hastings  Hawkes,  C.  P.  A., 
assistant  treasurer.  Mr,  I^ne,  who  is  widely 
known  as  an  accountant,  director  of  Leicester 
Savings  Bank,  and  vice-president  of  the  Lions 
Club,  will  direct  the  School  of  Business  Ad¬ 
ministration.  Mr,  Post  will  supervise  the 
School  of  Secretarial  Science.  Mr.  Jenison 
will  have  charge  of  vocational  guidance  and 
registrations.  Mr.  Hawkes,  who  was  for  some 
time  dean  of  the  Bentley  School  of  Account¬ 
ing  in  Boston,  will  be  dean  of  the  new  in¬ 
stitution. 

Becker  College  of  Business  Administration 
and  Secretarial  Science  now  occupies  quarters 
at  74  Front  Street  and  98  Front  Street.  The 
School  of  Secretarial  Science  will  occupy 
quarters  at  the  former  address,  while  the 
School  of  Business  Administration  will  have 
quarters  of  its  own  at  98  Front  Street,  the 
form.er  address  of  Becker  College. 

The  merging  of  these  two  well-known 
schools  gives  us  ample  cause  for  expressing 
our  sincere  best  wishes  for  the  continued 
growth  and  prosperity  of  the  new  and  en¬ 
larged  institution. 


I_J ERE  is  good  news  from  Connecticut :  Be- 
'*•  ginning  this  month  commercial-teacher 
training  is  to  be  offered  in  the  State  Normal 
School  at  Danbury  under  the  direction  of  Mr. 
Frank  H.  Ash,  who  up  to  this  time  has  been 
identified  with  Bulkeley  High  School  in 
Hartford.  I  j  H 

Candidates  for  this  training  must  have  had 
average  grades  of  at  least  80  per  cent  in  their 
high  school  work,  and  six  of  the  16  entrance 
credits  must  have  been  in  commercial  subjects. 
In  the  first  year  general  instruction  will  be 
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imparted;  then  in  the  second  year  students 
are  to  be  actively  engaged  in  the  office  and 
clerical  work  of  the  school ;  the  third  year  will 
be  given  over  to  methods  of  teaching  com¬ 
mercial  subjects. 


/^UR  readers  will  be  interested  in  the  news 
^  of  the  marriage  of  Mr.  Rupert  P.  SoRelle, 
vice-president  of  the  Gregg  Publishing  Com¬ 
pany,  author  of  the  famous  Rational  series  of 
tyi)ewriting  textbooks  and  co-author  with  Dr. 
John  Robert  Gregg  of  the  secretarial  training 
textbooks.  The  ceremony  took  place  in  Bronx- 
ville,  New  York,  at  the  home  of  the  bride, 
and  the  local  newspapers  carried  the  follow¬ 
ing  announcement; 

“Mr,  and  Mrs.  R.  J.  Colony,  57  Gard  Ave¬ 
nue.  Bronxville,  announce  the  marriage  of 
their  daughter,  Ruth  C.  Harris,  to  Mr.  Rupert 
P.  SoRelle,  of  New  York,” 

Mr.  SoRelle  is  a  member  of  the  National 
Arts  Qub  of  New  York  and  is  well  known 
in  art  circles  as  well  as  in  the  publishing  and 
commercial  teaching  fields.  Mr.  and  Mrs.  So¬ 
Relle  will  make  their  home  in  Scarsdale,  New 
York. 

On  behalf  of  the  readers  of  this  magazine, 
as  well  as  on  our  own  behalf,  we  extend  to 
Mr.  and  Mrs.  SoRelle  most  sincere  and  hearty 
congratulations. 


A  DEPARTMENT  of  business  adminis- 
tration  has  just  been  established  in 
Newberry  College  at  Newberry,  South  Caro¬ 
lina,  opening  this  fall. 

The  work  is  to  be  given  under  the  super¬ 
vision  of  Mr.  Kenneth  N.  Baker. 


ZJOTTINGER  School  has  again  demon- 
strated  its  progressive  policy  by  moving 
to  the  Mill  Building,  Montgomery  and  Bush 
Streets,  in  the  heart  of  San  Francisco’s  finan¬ 
cial  district. 

Training  stenographers,  bookkeepers,  and 
clerical  workers  in  an  atmosphere  of  business 
activity  within  that  radius  which  is  called  the 
Wall  Street  of  the  West,  where  there  is  a 
tonstant  demand  for  office  workers,  it  offers 
a  splendid  opportunity  to  the  employer  for 
temporary  or  permanent  office  assistants  on  a 
moment’s  notice. 


TJ^£  regret  to  announce  the  death  on  July 
sixth  of  Mr.  Albert  G.  Sine,  president  of 
Mountain  State  Business  College,  Parkers¬ 
burg,  West  Virginia. 

Mr.  Sine  organized  the  Mountain  State 
Business  College  more  than  forty  years  ago 
and  all  his  life  Mr.  Sine  has  given  the  school 
his  constant  personal  attention,  alth9Ugh  he 


had  at  the  same  time  many  other  business 
interests. 

In  the  fall  of  1929  the  building  in  which 
the  college  was  housed  burned  down.  Nothing 
daunted,  Mr.  Sine  proceeded  to  reestablish 
the  school  in  a  building  of  its  own  and  was 
quickly  in  a  position  to  offer  instruction  again 
in  one  of  the  finest  and  best  equipped  schools 
in  the  South. 

Mr.  Sine  was  a  large  operator  in  real  estate 
and  was  responsible  for  the  development  of 
several  additions  to  the  city. 

Our  readers,  we  are  sure,  join  with  us  in 
extending  sympathy  to  his  two  daughters, 
Mrs.  Robert  Porter  King,  of  Parkersburg, 
and  Mrs.  Gerald  de  Vries,  of  Chicago,  and  to 
his  sister,  Mrs.  Sally  Caton,  of  Huntington. 


Teachers*  Certificates 

INCE  the  last  list  was  printed  the  following 
teachers  have  been  granted  certificates : 


Boiallni  AeosU.  San  Juan,  Porto  Rloo 

Nolle  Adamaon,  Colorado  Sprlnia,  Colorado 

Slater  M.  Adorata,  Chicago,  llilnola 

Mary  Hopklna  Allen,  Colorado  Sprlnga,  Colorado 

Gladya  Anderaon,  Lead,  South  Dakota 

Hilda  Angerln,  Prince  Albert,  Saakatchewan,  Canada 

Clara  Armatrong,  Swift  Current,  Saakatchewan,  Canada 

Lou  CelUe  Atwell,  Fort  Worth,  Texaa 

Sitter  Marie-Aureilan,  Rozton  Falla.  Quebec,  Canada 

Mamie  M.  Autlo,  Lead,  South  Dakota 

Sitter  Auzllla,  Wilmette,  llilnola 

Ber.  Slater  M.  Anthony  Bablc,  O.  S.  F.,  Erie,  Pennaylranla 
Robert  E.  Baker,  Cedar  Falla,  Iowa 
Oladyt  Jewell  Barnett,  Manaanola,  Colorado 
Eather  Bartlett.  Waahlngton,  D.  C. 

Eddie  Belew,  Lexington,  Tennetaee 

Bettlna  Mary  Bertrando,  Toughkenamon,  Pennaylranla 

Don  W.  Brown,  Cedar  Falla,  Iowa 

Caroline  Ann  Bruce,  Montroae,  Colorado 

Mra.  Helen  Saylea  Brundage,  Waahlngton,  D.  C. 

Francea  C.  Butam,  Greenarood,  Mlaalatlppl 
Margaret  Elizabeth  Butler,  San  Antonio,  Texaa 
Franoet  V.  Callaghan.  Cedar  Falla.  Iowa 
Julia  E.  Campbell,  TerrarUie,  South  Dakota 
Aline  R.  Carter,  Lake  Chariot,  Loulalana 
Helyne  G.  Carter,  Naahyille,  Tennetaee 
Leola  Hortenae  Caruthera,  Nathrllle,  Tennetaee 
Emma  J.  Cetto,  Lead.  South  Dakota 
Imogene  Cheaebro,  Cedar  Falla,  Iowa 

Ber.  Sitter  Mary  Claudia,  Mt.  Waahlngton,  Plttaburgh, 
Pennaylranla 

Dora  Clodfelter,  Pueblo,  Colorado 
Pura  C.  Coblan,  Bayamon,  Porto  Rico 
Henry  M.  Colllna,  Cedar  Falla.  Iowa 
Anna  M.  Concklln,  Waahlngton,  D.  C. 

Mra.  Learelle  Wllllama  Connally,  Wichita  Falla,  Texaa 
Wanda  Wynona  Coulaon,  Colorado  Sprlnga,  Colorado 
Winifred  Mary  Croaby,  Waahlngton,  D.  C. 

Lola  H.  Daniel,  Columbia,  Tennetaee 
Edna  Lee  Derryberry,  Lexington,  Tennetaee 
Ruth  Eklwarda.  Pueblo,  Colorado 
Sitter  Eleonore,  Wilmette,  Illlmla 
Pauline  M.  Ellard,  Colorado  Sprlnga,  Colorado 
Bona  Gatlin  Ferguton,  El  Paao,  Texaa 
Florence  J.  Ferguton,  Lead,  South  Dakota 
Alice  Lucille  Feamlre,  Juno,  Tennetaee 
Jamea  Opal  Feamlre,  Lexington,  Tennetaee 
Evelyn  Dora  Finlay,  Bayamon.  Porto  Rico 
Eunice  E.  Ford.  Cedar  Falla,  Iowa 
Marjorie  L.  Foreman,  Lincoln,  Nebraaka 
Helen  Francea  Foater,  Colorado  Sprlnga,  Colorado 
Jimmie  Irene  Freeman.  Naahvllle,  Tennetaee 
Violet  M.  Friakey,  Lead.  South  Dakota 

(Continued  on  page  46) 
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CONVENTIONS 


Nafimal  Education  Association 

Department  of  Business  Education 

Los  Anfflts,  California,  June  jo-July  t,  igji 


HE  1931  meeting  of  the  Department  of 
Business  Education  of  the  N.  E.  A.  will 
go  down  in  the  history  of  commercial 
education  as  the  meeting  in  which  occurred 
the  reorganization  of  the  department  under 
the  capable  and  effective  leadership  of  Miss 
Helen  Reynolds,  president,  and  her  reorgani¬ 
zation  committee. 

The  report  of  the  committee,  which  was 
read  by  Miss  Ann  Brewington  of  the  Uni¬ 
versity  of  Chicago,  is  given  in  full : 

“Report  on  Suggestions  for  Proposed 
Reorganization  of  Department  of 
Business  Education 

In  order  to  expedite  procedures  in  the  re¬ 
organization  of  the  Department  of  Business 
Education,  we  submit  the  following  recom¬ 
mendations  for  consideration: 

1.  Elect  three  officers — a  president,  a  vice-president, 
a  secretary-treasurer,  for  the  year  1931-32,  giving 
them  full  power  as  an  executive  committee  and 
making  them  responsible  for  formulating  plans  for  the 
permanent  form  of  the  Department. 

2.  Set  the  membership  fee  at  $1.00  over  and  above 
the  $2.00  National  Education  Association  member¬ 
ship  fee. 

3.  Supply  all  members  of  the  organization  with  a 
copy  of  all  reports  of  the  organization. 

4.  Secure  financial  assistance  from  the  National 
Eklucation  Association  budget. 

5.  Accept  the  following  as  a  tentative  statement  of 
objectives: 

The  purposes  or  objectives  of  The  Department  of 
Business  Education  are: 

(a)  To  develop  a  national  consciousness  of  business 
education  in  the  general  public,  and  in  business 
men  in  particular. 

(b)  To  develop  a  program  of  research  which  will 
be  of  direct  aid  to  the  classroom  teacher. 

(c)  To  support  the  Capper-Reed  Bill. 

(d)  To  plan  methods  of  effecting  close  cooperation 
between  the  Department  of  Business  Elducation  and 
the  Committee  appointed  by  the  President  of  the 
National  Education  Association  in  1931  consisting  of 
one  influential  business  man  and  one  leading  educator 
in  each  state. 

These  suggestions  are  made  after 

1.  Considering  suggestions  made  by  mail  to 
the  president  of  the  Departm'nt  of  Business  Educa¬ 
tion  by  some  thirty  leaders  in  business  education  who 
could  not  attend  the  meeting  in  Los  Angeles. 


2.  Conferring  with  the  president,  the  secretary, 
and  Miss  Winn  of  the  National  Education  Association 
in  Los  Angeles  on  June  29,  with  restiect  to  the  extent 
that  the  National  Education  Association  could  aid  the 
new  Department  of  Business  Education. 

3.  Discussing  ways  and  means  of  effecting  a 
reorganization,  in  two  two-hour  conferences  composed 
of  the  undersigned. 

(signed)  Helen  Reynolds 
Ann  Brewington 
Benjamin  R.  Haynes 
Eva  M.  Jessup 
H.  I.  Chaim 
A.  E.  Bullock.” 

The  motion  that  the  report  be  accepted  as 
read  was  made  by  Dr.  Ira  W.  Kibby,  who 
stressed  the  benefits  to  be  derived  by  com¬ 
mercial  teachers  from  this  reorganization.  The 
motion  was  seconded  by  M.  L.  Pearson,  Pasa¬ 
dena,  California;  C.  E.  Rowe,  Wilkinsburg, 
Pennsylvania;  H.  I.  Chaim,  San  Francisco, 
California;  F.  B.  Carey,  Duluth,  Minnesota; 
Anna  A.  Russell,  Bayonne,  New  Jersey; 
Benjamin  R.  Haynes,  Los  Angeles;  Ann 
Brewington,  Chicago,  Illinois;  Vernal  H. 
Carmichael,  Muncie,  Indiana ;  and  A.  E. 
Bullock,  Los  Angeles. 

Motion  carried. 

A  motion  was  then  made  and  duly  seconded, 
that  Miss  Reynolds  appoint  a  temporary 
treasurer,  who  would  immediately  begin  col¬ 
lecting  dues  as  provided  in  the  report  just 
accepted,  also  listing  names  of  prospective 
members.  Mr.  C.  E.  Rowe,  of  Wilkinsburg, 
Pennsylvania,  was  appointed  and  immediately 
began  his  work. 

The  Program 

The  two-day  session  was  filled  with  a  pro¬ 
gram  of  addresses  on  current  commercial  edu¬ 
cation  problems.  As  these  addresses  will  be 
reported  in  full  in  the  proceedings  of  the 
Association,  only  the  names  of  the  speakers 
and  their  topics  are  given  here. 

The  Doctrine  of  Success  in  Business  Educa¬ 
tion.  Miss  Ann  Brewington,  University  of  Chicago. 

Educating  foe  Better  Business.  Milo  H.  Stuart, 
Indianapolis,  Indiana. 

The  Need  of  a  Background  in  Commercial  Edu¬ 
cation.  Inesr  Johnson  Lews. 
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The  Business  Man  Surveys  the  Graduate. 
Paul  F.  Cadman,  Los  Angeles,  California. 

What  Facilities  are  Afforded  for  Business 
Education,  and  What  Kind  of  Business  Educa¬ 
tion  IS  Offered  in  the  State  of  Washington. 
Dr.  G.  F.  Cadisch,  Director,  School  of  Business 
Administration,  State  College  of  Washington,  Pull¬ 
man,  Washington. 

Vocational  Guidance  in  Commercial  Education 
IN  Vocational  Schools  and  Junior  Colleges. 
Regina  E.  Groves,  State  Board  of  Vocational  Educa¬ 
tion,  Madison,  Wisconsin,  and  Victoria  McAlmon, 
Vocational  and  Placement  Secretary,  Ix)S  Angeles 
Junior  College. 

What  Should  Be  the  Relative  Emphasis  on 

\'OCATIONAL  AND  NoN-VocATION AL  SUBJECTS  IN  THE 
Business  Curriculum.  Dr.  Frederick  J.  Weersing, 
Professor  of  Etlucation,  University  of  Southern  Cali¬ 
fornia,  Los  Angeles. 

Problems  of  State  Supervision  of  Commercial 
Education.  Dr.  Ira  W.  Kihby,  Chief,  Bureau  of 
Business  Education,  State  of  California,  Sacramento, 
California. 


Miss  Eva  M.  Jessup,  assistant  supervisor  ot 
Commercial  Education,  City  of  Los  Angeles, 
chairman  of  the  Second  Session,  presented  to 
the  Department  a  number  of  prominent  edu¬ 
cators  and  representatives  of  several  Cali¬ 
fornia  Chamber.s  of  Commerce. 

Officers  for  jpji-^2 

Tbe  following  officers  were  elected  unani¬ 
mously  to  direct  the  Business  Education  De¬ 
partment  for  the  coming  year : 

President,  A.  E.  Bullock,  Director  of  Commercial 
Education,  City  of  Los  Angeles,  California. 

Vice-President,  Miss  Helen  Reynolds,  School  of 
Commerce  Ohio  L^niversity,  Athens,  Ohio. 

Secretary-Treasurer,  E'oster  Loso,  Thomas  Jeffer.son 
High  School,  Elizabeth,  New  Jersey. 


California  Business  Educators*  Association 

Hotel  Sir  Francis  Drake,  San  Francisco 

July  lo-ii,  19)1 


TJOLLOIVING  the  N.  E.  A.  meeting  at 
I>os  Angeles,  the  California  Business  Edu¬ 
cators’  Association  held  its  annual  meeting  at 
San  Francisco.  President  Elliot  M.  Smith, 
of  the  Munson  School  for  Private  Secretaries, 
presided  at  the  general  meeting. 

Miss  Elizabeth  S.  Adams,  assistant  manager 
of  the  San  Francisco  and  Orient  Office  of  the 
Gregg  Publishing  Company,  acted  as  chair¬ 
man  of  the  Shorthand  Round  Table.  At  this 
session,  Mr.  Robert  LaDow,  director  of  Com¬ 
merce,  Phoenix  (Arizona)  Junior  College, 
explained  the  “radiant”  as  developed  in  her 
shorthand  methods  courses  by  Mrs.  Minnie 
DeMotte  Frick  of  the  University  of  Utah  and 
Oregon  State  College.  By  writing  in  the  air, 
Mr.  I^Dow  showed  how  the  outline  of  a  word 
and  its  derivatives  are  developed  naturally 
from  the  radiant — the  original  root  form — 
each  time  the  emphasis  Ijeing  given  on  the  new 
letter  or  stroke  developed.  He  followed  this 
by  writing  a  large  radiant  on  paper  so  all 
could  see  what  it  should  be  like.  He  brought 
out  the  point  that  the  rule  in  action  is  what 
counts,  not  the  rule  itself.  Explanation  fol¬ 
lowed  of  Mr.  Louis  A.  Leslie’s  proposed  new 
counting  of  dictation  material — to  lie  counted 
by  syllables  instead  of  words,  using  1.40  syl¬ 
lables  as  the  standard  word. 

Chairman  Adams,  at  the  request  of  the 
group,  discussed  the  relation  of  shorthand 
reading  rate  to  transcription  rate.  The  promi¬ 
nent  instructors  of  shorthand  teachers  have 
found  it  most  important  to  ascertain  the  read¬ 
ing  rate  of  each  student,  both  in  longhand 
and  shorthand.  Several  trials  in  the  office 
with  a  stenographer  showed  that  the  second 


reading  of  a  shorthand  plate  cut  the  first 
reading  rate  one- half,  indicating  that  it  is  not 
desirable  to  time  the  student  on  the  first 
reading. 

Office  trials  on  plate  reading  and  on  tran¬ 
scription  consisting  of  business  letters  of  135 
to  160  words  each,  gave  the  following  results : 
Plate  reading  rate  on  third  trial,  231.4  words 
per  minute.  Transcription  reading  rate,  72 
w.  p,  m. 

Transcription  of  four  letters  taken  in  dic¬ 
tation,  100  to  150  words  each,  one  carbon, 
envelope,  assembled  for  signature ;  entire  as¬ 
signment  completed  in  14  minutes,  12  seconds, 
averaging  3  5  minutes  for  each  letter. 

The  timing  of  shorthand  reading  is  im¬ 
portant  because  it  makes  the  development  of 
the  shorthand  more  interesting  and  resultful ; 
the  students  can  see  how  they  cut  their  reading 
time  from  one  trial  to  the  next.  A  high  reading 
speed  will  increase  transcription  speed. 

Other  speakers  addressing  the  Association 
were : 

Z.  Clement:  Tqs  Applicant  and  the  EIm plover. 

Robert  LaDow:  Commercial  Training  in  the 
Junior  College. 

Judge  Theresa  Meikle:  Benefits  of  Teaching 
Commercial  Law  to  Commercial  Students. 

Dr.  J.  J.  Schumacher,  Southwestern  University: 
Law. 

V.  H.  Carmichael,  Ball  State  Teachers’  College, 
Muncie,  Indiana:  Typewriting. 

T.  B.  Bridges,  Heald  College,  Oakland:  Writing. 

/.  Et>an  Armstrong,  Armstrong  School  of  Business 
Administration:  Degree  Courses. 

Mrs.  Dagmar  Swanberg,  Munson  School  for  Pri¬ 
vate  Secretaries,  San  Francisco:  English. 

H.  S.  House,  Heald  College,  San  E'rancisco: 
Accounting. 
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An  Effective 

Teaching  Plan  for  Using  the  GreggWriter 

Outlined  by  Florence  E.  Ulrich 

Editor,  Grtgg  Writer  Art  and  Credentials  Department 


OF  all  our  publications,  the  Gregg  IV ritcr 
is  the  one  essentially  for  the  assistance 
of  the  teacher.  It  functions  directly  in 
simplifying  his  work  in  its  more  difficult  as¬ 
pects,  and  gives  him  the  kind  of  help  that  can¬ 
not  be  had  from  any  other  source.  It  helps 
in  the  tusk  of  developing  and  fortifying  the 
initial  interest  and  enthusiasm  with  which  be¬ 
ginners  approach  shorthand  and  typewriting, 
stimulating  ambition,  and  in  satisfying  the 
good  student  while  coaxing  along  the  slow  one 
First,  by  providing  a  series  of  awards  that 
may  be  won  with  a  little  additional  effort  at 
frequent  intervals  during  the  course. 

Secoiui,  by  a  series  of  inspirational  articles 
giving  accounts  of  opportunities  open  to  short¬ 
hand  writers,  or  telling  of  the  achievements 
and  success  of  those  who  have  distinguished 
themselves  in  the  field — which  unfailingly  stim¬ 
ulates  the  student’s  desire  to  emulate  their 
success,  and  encourages  him  to  put  forth  his 
best  effort  to  attain  maximum  skill  on  each 
lesson  assignment. 

Third,  by  bringing  into  the  classroom  each 
month  a  fresh  supply  of  interesting  shorthand 


reading  and  writing  matter,  including  serial 
stories,  interesting  articles  of  practical  value, 
humorous  stories,  graded  theory  plates,  graded 
stories  or  articles  that  may  be  used  either  for 
reading,  transcription  projects,  review  tests, 
homework  assignments,  or  as  extra  curricular 
work  for  the  good  student  or  to  help  along  a 
slow  one. 

Fourth,  by  providing  standardized  objec¬ 
tives  in  the  form  of  certificates  and  awards, 
the  attainment  of  which  brings  a  fresh  zest 
and  encouragement  into  the  classroom  as  each 
new  lot  of  certificates  and  prizes  won  during 
the  month  are  presented. 

A  teacher  cannot  afford  to  be  without  a 
service  that  is  so  vital  to  the  effective  opera¬ 
tion  and  success  of  his  teaching  plan  1  Either 
he  must  exhaust  himself  trying  to  accomplish 
without  it  the  things  that  he  can  do  so  much 
more  easily  with  it,  or  he  falls  short  of  accom¬ 
plishing  all  that  he  expected  through  sheer 
physical  incapacity.  Our  slogan  is; 

Use  The  Credentials  Service  of 
THE  Gregg  Writer,  And  You  Will 
Worry  Less  And  Accomplish  More.  • 


In  the  Elementary  Shorthand  Department 


ITH  the  beginning  student,  use  should  be 
made  of  the  program  of  style  develop¬ 
ment  represented  in  the  O.  G.  A.  (Order  of 
Gregg  Artists)  activity.  Long  experience  has 
established  the  fact  that  if  a  student  is  not 
trained  to  write  well  in  the  early  part  of  his 
theory  instruction  he  rarely,  if  ever,  becomes 
a  really  fine  writer. 

0.  G.  A.  Style  Development  Program 

The  discussion  of  penmanship  principles, 
with  the  numerous  helps  and  exercises  that 
are  offered  in  the  Gregg  IVriter,  including 
the  O.  G.  A.  writing  test,  supplements  and 
directs  the  teacher’s  effort  in  this  part  of  his 
work.  We  recommend  that  the  O.  G.  A. 
Certificate  be  set  up  at  the  very  beginning  of 
the  shorthand  course  as  one  of  the  first  ob¬ 
jectives  for  the  student.  'Fhe  test  may  be  taken 
as  soon  as  the  student  has  finished  the  eighth 
lesson  in  the  Manual.  His  daily  work  can 
be  guided  toward  this  objective  more  enthusi¬ 
astically,  progressively,  and  effectively  as  he 
reads  accounts  of  the  success  of  other  writers 


all  over  the  world  that  are  published  from 
time  to  time  in  the  Gregg  IVriter.  All  of  the.se 
students  should  be  encouraged  to  enter  the 
Annual  O.  G.  A.  Contest. 

Complete  Theory  Tests 

The  Complete  Theory  Certificate  is  used  by 
many  teachers  as  a  complementary  objective 
in  the  theory  department.  The  supplementary 
exercises  given  in  the  Learner’s  Department 
of  the  magazine  may  be  used  effectively  as 
review  exercises,  or  in  building  a  vocabulary 
on  each  principle.  We  expect  to  publish  dur¬ 
ing  the  year,  for  review  purposes,  several 
graded  plates  having  story  interest. 

Transcription  Projects 

The  60- word  Transcription  Certificate  is 
made  the  objective  in  the  second  semester  of 
many  schools  where  students  correlate  short¬ 
hand  and  typewriting.  The.se  tests  will  be  sent 
free  of  charge  by  the  Gregg  IVriter  each  month 
to  any  teacher  who  writes  for  them.  The 
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graded  plate  for  beginners  published  in  the 
magazine  each  month  is  a  new  contribution  to 
the  interest-getting  features  of  the  magazine, 
and  may  be  used  also  as  a  transcription  assign¬ 
ment  if  the  teacher  so  desires. 

In  the  Advanced  Shorthand  Department 

Most  of  the  students  should  have  received 
their  O.  G.  A.  Membership  Certificate  by  the 
time  they  are  ready  to  enter  the  advanced  de¬ 
partment  and  should  concentrate  on  strength¬ 
ening  and  perfecting  the  style  now  attained. 
Build  speed  on  the  penmanship  drills  in  the 
Gregg  Writer,  dictating  assignments  to  count 
(using  rate  given  in  the  magazine  as  a  basis, 
if  desired)  with  the  aim  of  acquiring  speed 
and  accuracy.  Where  the  penmanship  drills 
were  used  in  the  beginning  shorthand  classes 
to  develop  good  formation  and  movement  in 
writing,  they  must  now  be  used  with  the 
definite  purpose  in  mind  of  building  endur¬ 
ance,  speed,  and  accuracy.  The  students  should 
be  encouraged  to  win  the  Gold  O.  G.  A.  Pin 
in  the  Annual  Contest,  and  a  prize  for  the 
school.  The  Certificate  of  Superior  Merit  is 
available  to  students  who  have  attained  a 
superior  writing  style. 

Shorthand  Plates  for  Reading  and 
Transcription  Projects 

All  the  shorthand  plates  are  now  available 
for  supplementary  reading  practice,  dictation, 
and  transcription  assignments.  They  provide 
the- means  of  keeping  students  interested  and 
active,  furnishing  new  material  for  the  good 
student  while  the  slow  one  is  catching  up,  or 
as  supplementary  review  work  for  the  slow 
student  who  would  find  repeated  reviews  of 
the  familiar  textbook  matter  uninteresting  and 
discouraging.  A  specific  assignment  of  one  or 
more  plates  in  the  magazine  should  be  made 
at  least  once  each  week,  and  pupils  closely 
checked  to  see  that  the  assignment  has  been 
studied  until  the  plate  can  be  read  fluently — 
with  most  of  the  recitation  period  devoted  to 
writing  the  matter  from  dictation.  Many  in¬ 
teresting  transcription  budgets  of  this  material 
have  been  made  by  some  classes. 

The  graded  exercises  in  the  Learner’s  De¬ 
partment  furnish  valuable  review  assignments 
for  advanced  students  when  needed.  Numer¬ 
ous  plates  giving  special  drills  on  brief  forms, 
phrases,  and  important  points  of  theory,  to¬ 
gether  with  review  tests  of  novel  variety  will 
enable  the  teacher  to  make  this  work  ex¬ 
tremely  interesting  and  productive  of  results. 

A  practical  transcription  test  project  will  be 
published  occasionally  which  may  be  used  by 
the  teacher  in  determining  the  progress  of  his 
students  in  this  important  phase  of  steno¬ 
graphic  training,  and  should  be  used  as  a  tran¬ 
scription  speed  test  in  the  advanced  classes. 


The  Transcription  Test  Certificates  at  60, 
80,  and  100  words  a  minute,  and  the  pin  at 
120  words  a  minute  should  be  the  objectives 
for  the  advanced  students.  The  medals  at  140, 
160,  etc.,  are  also  available  to  those  who  are 
writing  at  these  higher  speeds.  Transcription 
Tests  are  sent  free  of  charge  each  month  to 
all  teachers  requesting  this  Gregg  Writer 
service. 

In  the  Elementary  Typewriting  Department 

Contributions  by  such  typing  experts  as 
Mr.  Rupert  SoRelle  and  Mr.  Harold  Smith 
published  from  time  to  time  in  the  Gregg 
Writer  will  supplement  the  teacher’s  efforts  in 
this  department,  and  the  corrective  exercises 
and  suggestions  for  building  speed  should  be 
assigned  for  reading  and  study. 

The  Junior  O.  A.  T.  (Order  of  Artistic 
Typists)  Certificate  is  the  first  objective  in 
typewriting.  This  is  available  to  students  as 
soon  as  they  have  completed  the  keyboard. 
The  test  emphasizes  neatness,  accuracy,  and 
good  judgment  in  arranging  a  simple  piece  of 
typewritten  material  of  about  two  hundred 
words.  Since  habits  of  accuracy  and  skill  in 
arrangement  of  typewritten  copy,  as  well  as 
speed,  are  of  fundamental  value,  they  should 
be  stressed  and  insisted  upon  from  the  begin¬ 
ning,  even  while  students  are  learning  correct 
keyboard  technique.  With  the  O.  A.  T.  Cer¬ 
tificates  and  prizes  as  objectives,  this  work 
becomes  easy  for  the  typing  teacher. 

The  C.  T.  Certificate  issued  to  students  who 
can  qualify  at  a  net  speed  of  40  words  a 
minute,  on  the  Competent  Typist  Test  pub¬ 
lished  in  the  magazine,  is  the  second  award  to 
be  won  in  the  typewriting  class.  This  is  being 
made  the  objective  in  the  first  year  in  many 
schools.  The  C.  T.  testing  plan  is  recom¬ 
mended  as  the  most  successful  speed-building 
program  now  in  operation.  The  teacher  may 
undertake  to  build  accuracy  and  speed  on  these 
tests  in  any  way  that  he  sees  fit,  but  we  suggest 
that  the  material  be  used  as  tests,  given  under 
supervision,  and  not  used  simply  as  material 
for  copying,  as  this  tends  to  dull  the  students’ 
interest.  Students  enjoy  bettering  their  own 
records,  and  the  repetition  practice  permitted 
on  each  month’s  test  allows  of  this  as  well  as 
class  competition  in  raising  speeds. 

In  the  Advanced  Typewriting  Department 

C.  T.  Progress  Certificates  to  show  sub- 
s^uent  speeds  attained  may  be  made  objec¬ 
tives  in  this  work  until  the  student  qualifies 
on  this  test  at  60  net  words  a  minute,  when 
the  gold  C.  T.  emblem  pin  is  awarded.  A  new 
test  is  printed  in  each  issue,  good  for  use 
until  the  appearance  of  the  next  one. 

The  O.  A.  T.  Senior  Membership  test  calls 
for  considerably  more  typing  skill  in  arrange- 
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ment  and  accuracy,  and  the  student  may  take  month  is  felt  in  many  directions.  The  mere 

the  test  as  soon  as  he  is  typing  at  a  speed  of  fact  that  such  a  magazine  is  published  and 

40  words  a  minute.  circulated  all  over  the  world  just  for  short- 

The  Transcription  exercises  already  men-  hand 'writers  is  a  powerful  stimulant  of  the 

tioned  apply  also  in  typing  work  in  its  ad-  student’s  interest.  If  the  Gregg  Writer  did 

vanced  stages.  nothing  more  than  operate  in  this  way  to  give 

the  student  a  favorable  viewpoint  toward  his 
General  Values  work,  it  would  be  well  worth  while.  But  rarely 

will  there  be  a  number  that  does  not  contain 
These  specific  uses  of  the  magazine  show  at  least  one  article  that  will  make  a  special 
its  routine  application  in  the  teaching  program.  appeal  to  every  reader.  See  that  your  students 
The  general  effect  of  its  arrival  month  after  use  the  magazine! 

Teacher  Certificate  Winners 


0.  G.  A. 


Kuth  E.  Maltby,  Brewster  Free  Aciidemy,  Wolfeboro,  New 
Hampshire 

Albert  Manskl,  Webster,  Massachusetts 

Sister  Mary  Marguerite.  Immaculate  Conception  High  School. 
Rerere,  Massachusetts 

Marguerite  Burke,  Oxford  High  School,  Oxford,  Massachusetts 
Dorothy  Yohn,  Pottstown  High  School,  Pottstown,  Pennsylvania 
Nora  McWilliams,  Odebolt  High  School,  Odebolt,  Iowa 
Nelda  Close  Baker,  Western  High  School.  Detroit,  Michigan 
Al.ce  Hosford,  Mount  Sterling  High  School,  Mount  Sterling, 
IlllnoU 

Margaret  Sparks,  Grant  District  High  School,  Lost  Creek, 
West  Virginia 

Mrs.  Marjorie  Phillips,  Ph'llips  Secretarial  School,  Lynch¬ 
burg,  Virginia 

Jane  M.  Kresln,  Waterrliet  High  School,  Waterrliet,  Michigan 
Sister  Mary  Vincent,  Sister  Mary  of  the  Pines  Academy, 
Chatawa,  Mississippi 

Mrs.  Jeannette  Worth,  Laurelwood  Academy,  Gaston.  Oregon 
Easter  L.  Hostetter,  High  Scluml,  Buffalo,  Montana 
Grace  A.  Cuttle,  Herrick's  Institute,  New  Bedford,  Massa¬ 
chusetts 

Helen  Asbury,  Boslclare  Community  High  School,  Rosiclare, 
Illinois 

Mary  Z.  Fitzgerald,  Senior  High  School,  Long  Prairie, 
Minnesota 

Sister  M.  Charles-Amedee,  Presentation  of  Mary.  St.  Hyacinths, 
Quebec.  Canada 

Orville  E.  Pugsley,  Blue  Ridge  College,  New  Windsor, 
Maryland 

Ray  V.  Hanlng,  Belle  Center  High  School.  Belle  Center,  Ohio 
Helen  C.  Vane,  Salem  High  School,  Clarington,  Ohio 
Grace  Norton,  Lincoln  High  School.  Manitowoc,  Wisconsin 
Je.in  Johnsrud.  Lincoln  High  School,  Manitowoc,  Wisconsin 
Helen  C.  Drew,  Bellows  Falls  High  School,  Bellows  Falls, 
Vermont 

Mis.  J.  M.  Patterson,  Woodward  Commercial  College,  Wood¬ 
ward.  Oklahoma 

M.  Marie  Hovland,  Saratoga  High  School.  Saratoga,  Texas 
Ruth  E.  Carhart,  Thomas  Jefferson  High  School.  Los  Angeles, 
California 

Vivian  A.  Cox.  Excelsior  Union  High  School.  Norwalk,  Cali¬ 
fornia 

Charlotte  Bo!lmann,  Hadley  Vocational  School,  St.  Louis, 
Missouri 

Esther  Slotnlck,  Lane  Secretarial  School.  Cambridge.  Massa- 
chu'ctts 

Ruth  B.  Wagner.  Armagh,  Pennsylanla 

Goldia  Z.  Berry,  Hamilton  High  School,  Hamilton,  Illinois 
E.  Jean  Crozler,  Flushing,  New  York 

Gladys  E.  Price,  Mason  City  High  School,  Mason  City,  Iowa 
Marie  Lemly,  Norfolk  High  School,  Norfolk,  Nebraska 
Herbert  L.  Lyon.  Windfall  High  School,  Windfall,  IndUna 
Adeline  M.  Urban,  Martin  H.  Glynn  High  School,  Valatle, 
New  York 

Louise  C.  McCune,  Brockway  Borough  High  School,  Brockway, 
Pennsylvania  . 

Sister  Mary  Reginald,  Notre  Dame  High  School,  San  Jose. 
California 

Mildred  Benson,  High  School.  Sardis,  Ohio 
Flora  Steams.  Springfield  High  School.  Springfield,  Vermont 
Gladys  Robbins,  Firth  Rural  High  School,  Firth,  Idaho 
Vlolette  Curtis,  La  Crosse  High  School,  La  Crosse,  Indiana 
Margaret  Hoch,  Windsor  High  School.  Stockport,  Ohio 


Awards 


Sister  M.  Ivan,  St.  Mary's  Academy,  Salt  Like  City,  Utah 
Agnes  Mae  Pearson,  Deering,  Missouri 

Betty  K.  du  Guay,  Campbellton  High  School,  Campbellton, 
New  Brunswick,  Canada 

Fannie  GUI,  Newburgh  Free  Academy,  Newburgh,  New  York 
Myrtle  Lee  Manning,  Superior  High  School.  Superior,  Wyoming 
Fatima  W.  Follman,  Albla  High  School,  Albla,  Iowa 
Sister  M.  Rosalina,  S.  S.  Peter  A  Paul  School,  Saginaw, 
Michigan 

Sister  M.  of  St.  Joseph-Armand,  Holy  Rosary  School,  Rochester, 
New  Hampshire 

Marguerite  A.  Desparte,  Walpole  High  School,  Walpole, 
Massachusetts 

Geraldine  Fitez,  Chestertown  High  School,  Chestertown, 
Maryland 

Alma  L  Kllnk,  School  District  of  Bensalem  Township,  Corn¬ 
wells  Heights,  Pennsylvania 
Gladys  Donnelly.  High  School.  Bonesteel,  South  Dakota 
Rea  Smelser.  Herbert  Hoover  High  School,  San  Diego,  Cali¬ 
fornia 

H.  B.  Williams,  Hadley  Vocational  School,  St.  Louis,  Missouri 
Gladys  Lewis,  Kearny  High  School.  Kearny,  New  Jersey 
Angeles  Ordonez,  Fajardo  High  School,  Fajardo,  Porto  Rico 
Sister  M.  Antonia,  St.  Joseph's  School,  Union  City.  New  Jersey 
Mary  A.  Postole,  Hermann  High  School.  Hermann,  Missouri 
Edna  Dotson,  Arizona  State  Teachers  College,  Flagstaff.  Arizona 
Sister  Mary  Esther.  Menyhurst  College,  Erie,  Pennsylvania 
Sister  M.  of  St.  Margaret,  Convent  (ff  tho  Good  Shepherd, 
Seattle,  Washington 

M.  Celeste  Holtom,  St  Paul  Biirlness  College,  St.  Paul, 
Nebraska 

Doris  Hemphill.  New  Castle  High  School,  New  Castle,  Colorado 
Mrs.  Grace  Crosby.  Walsh  Commercial  ^hool,  Miami,  Florida 
Sister  Mary  of  St.  Clementine,  Little  Flower  School,  Spokane, 
Washington 

Edna  Gelberger,  Escondido  Union  High  School,  Escondido, 
California 

Kalah  Stegmelr.  Rochelle  Township  High  School,  Rochelle, 
IlllnoU 

Inza  Seyler,  Kittanning  Sr.-Jr.  High  School.  Klttannlng, 
Pennsylvania 

Helen  Blxler.  Penn  State  Commercial  College,  Washington, 
Pennsylvania 

Mrs.  Pauline  Durmuir,  Guthrie  Business  College,  Guthrie, 
Oklahomi 

Mabel  L.  Knoll.  Whitehall,  Montana 

Sister  Mary  of  St.  Noeml,  St.  Aloyslus  Business  Course, 
Nashua,  New  Hampshire 

Margaret  Browne.  Kewaskum  High  School,  Kewukum,  WU- 
consin 

ColU  HollU,  Wibaux  County  High  School,  Wibaux,  Montana 
Margaret  Wilson,  Keystone  Commercial  School,  NorrUtown, 
Pennsylvania 

Wealthy  8.  Beck,  Lakeside  High  School,  Lakeside,  Ohio 
Mary  Boseman,  Columbus  High  School.  Columbus,  Wisconsin 
Frances  Thomas.  Racine  Vocational  School,  Racine.  Wisconsin 
Sister  Mary  Michael,  St.  Michael's  ^hool,  Brattleboro, 
Vermont 

Marion  Henrlch,  Brockton  Business  College,  Brockton,  Massa¬ 
chusetts 

Dorothy  C.  Small,  University  of  New  Hampshire,  Durham, 
New  Hampshire 

C.  R.  Larson,  Concordia  Business  College,  Concordia,  Kinaas 
Maude  Thomas,  Pomeroy  High  School,  Pomeroy,  Washington 
Hortense  Ihrans,  OgJen  Senior  High  School,  Ogden,  Utah 
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0.  A.  T.  Awards 


.M.irifuerite  K.  Burke.  OxforJ  High  StImk)!.  Oxford,  Missh- 
rhusetts 

Wealthy  S.  Beck,  Lakiside  High  Sehool,  Likeside,  Ohh) 

Mary  Z.  Fitzgerald,  Senior  High  Scliool,  I»ng  Prairie,  Min¬ 
nesota 

Sister  M.  of  St.  Joseph-.\rm  md.  Holy  Kosary  Sritool, 
Koeiiester.  Xew  Hampshire 

Sisl'T  M  iry  4eanne-de-T«u!ouse.  Notre  Hanie  Scliooi.  North 
.\d  ins,  Massachusetts 


Rachel  Bahcock,  Lincoln  High  ScIkmiI.  Park  Fails,  Wisconsin 
Martha  (jiantz,  Harvard,  Nehr  ska 

Sister  Charles  Therese,  Loretto  Academy,  Santa  Fe,  New 
Mexico 

Sister  Mary  of  St.  Joseph.  Mount  Eud'S  Arademy,  St.  Paul. 
Minnesota 

Frances  M.  Chester,  Blue  Ridge  Industrial  School,  Bris, 
Virginia 

Mary  Frances  Hoyt,  Elgin  High  School,  Elgin,  lowi 


Coming — York  Examinations 
for  High  School  Teachers  of  Gregg  Shorthand 


'~T~'H}:RH  are  at  present  no  names  on  the 
Xew  York  City  eligible  list  for  high 
school  teachers  of  Gregg  Shorthand,  and  there 
is  every  probability  that  an  examination  for 
teachers  will  be  held  in  the  early  fall. 

Briefly  stated,  the  retiuirements  to  be  met, 
as  set  forth  in  a  recent  newspaper  article,  are 
graduation  from  a  recognized  college,  togethe' 
with  one  of  the  follow'ing : 

(1)  160  days  of  experience  in  teaching  in  secondary 

sch<K)ls  or  colleges.  , 

(2)  .too  hours  of  jiostgraduate  work  in  a  recognized 
college,  including  60  hours  in  methods  of  teaching 
the  subject  in  which  the  applicant  seeks  a  license. 

(3)  Any  comhination  of  (1)  and  (2)  satisfactory 
to  the  Board  of  Examiners. 


The  minimum  beginning  salary  is  $2,148, 
plus  credit  for  teaching  experience.  The  maxi¬ 
mum  salary  is  $4,404. 

Interested  teachers  should  write  promptly 
to  the  Board  of  Examiners,  in  care  of  the 
Board  of  Education,  500  Park  Avenue,  New 
York  City,  asking  that  when  the  examination 
is  decided  upon  they  be  sent  copies  of  the  form 
for  permission  to  take  the  examination  for 
high  school  teacher  of  Gregg  Shorthand. 

Ordinarily  there  is  an  interval  bet.veen  the 
written  examination  and  other  parts  of  the 
examination.  Usually,  however,  teachers  com¬ 
ing  from  a  distance  of  150  miles  or  more  are 
allowed  to  take  the  whole  examination  at  one 
time  if  they  ask  permission  to  do  so. 


What  Words  to  Teach 


'T' H  li  Philadelphia  Puldic  Ledger  recently 
gave  an  interesting  account  of  a  survey 
made  by  the  Division  of  Commercial  Educa¬ 
tion  of  the  Board  of  Education  of  that  city. 

Quoting  Mr.  John  G.  Kirk,  director  of  Com¬ 
mercial  Education,  in  regard  to  the  analysis 
made  from  the  10,000  letters  received  from 
business  houses,  it  says : 

“We  were  amazed  to  find  that  1.000  words 
constitute  85  jier  cent  of  the  business  man’s 
vocabulary.  But  even  more  surprising  is  the 
fact  that  the  technical  man  has  a  vocabulary 
just  as  restricted. 

“By  tabulating  medical  articles  we  found 
that  the  technician’s  vocabulary  is  approxi¬ 
mately  the  same  as  that  of  the  business  man. 
Every  line  of  business  or  profession  has  a  list 
of  words  that  must  be  specially  learned,  but 
that  list  constitutes  only  15  per  cent  of  the 
whole.’’ 

It  would  seem  from  this  study  that  too  much 


effort  need  not  be  expended  in  teaching  a  wide 
vocabulary,  as  far  as  actual  use  in  business  is 
concerned.  Continuing,  “Other  results  of  our 
study  show  that  53  per  cent  of  a  manufac¬ 
turer’s  letters  are  confined  to  the  eighty  com¬ 
monest  words  of  the  language  and  86.5 
per  cent  to  the  first  thousand  words.  In  the 
letters  of  publishers,  48  per  cent  of  the  words 
are  from  the  eighty  commonest,  and  85  jier 
cent  are  from  the  first  thousand.  In  railroad 
correspondence,  41  jier  cent  of  the  words  are 
from  the  eighty  commonest  and  80  per  cent 
are  from  the  first  thousand.  In  banking  corre¬ 
spondence,  41  per  cent  are  from  the  eighty 
commonest  and  86  per  cent  from  the  first 
thousand." 

With  this  survey  in  mind,  we  can  perhaps 
give  more  direct  consideration  to  the  short¬ 
hand  vocabulary  we  give  our  students.  Our 
motto  no  doubt  should  be — “Be  sure  of  the 
one  thousand.” 


About  ^"Gregg  Typing' 


REGG  Typing,  Techniques  and  Proj- 
IjTects”  is  the  title  of  a  group  of  five 
texts  in  the  Rational  Series,  written 
by  Rupert  P.  SoRelle  and  Harold  H.  Smith, 
each  book  fitting  a  definite  school  situation. 
Hook  I  of  the  series,  which  represents  the 
first  year's  work  in  typing,  is  already  in  the 
hands  of  hundreds  of  teachers  throughout  the 
country,  having  been  published  early  in  July. 
Book  II,  designed  for  the  second  year’s  work, 
and  the  Complete  Edition,  being  a  combina¬ 
tion  of  Books  I  and  II,  are  now  available. 
The  other  two  books  of  the  series  will  be 
ready  early  in  the  Fall. 

'Ihe  series  is  a  further  development  of  the 
technique-first  conception  of  learning  type¬ 
writing  introduced  for  the  first  time  in  the 
Rational  series  of  textlxioks.  The  soundness 
of  this  conception  and  the  Rational  approach 
to  the  keyboard — the  first  fingers  first — and 
other  basic  principles  have  been  so  thoroughly 
established  as  to  be  accepted  as  fundamentally 
correct.  These  features,  naturally,  have  been 
retained  in  the  present  series, 

“Gregg  Typing,”  however,  is  in  no  sense  a 
revision  of  Rational ;  it  is  entirely  new  in 
procedures,  in  content,  and  in  treatment.  Fea¬ 
tures  are  introduced  that  have  never  before 
appeared  in  a  typing  text.  It  is  outstanding 
particularly  in  the  fact  that  the  whole  subject 
of  learning  and  practice,  from  start  to  finish, 
is  based  on  the  idea  that  typing  is  a  skill  sub¬ 
ject.  As  one  example  of  this,  the  technique 
of  stroking  and  reaching,  which  heretofore 
never  has  been  treated  satisfactorily  in  all 
respects,  has  been  analyzed  by  a  technician  and 
procedures  set  up  that  bring  expert  per¬ 
formance  within  the  range  of  accomplishment 
by  almost  any  student  deemed  fit  to  study 
typing.  Correct,  rapid  reaching  and  stroking 
are  basic  in  the  development  of  typing  skill. 
So  vital  are  they  that  authors  of  typing  books 
have  attempted  to  describe  stroking  by  various 
names  in  order, to  set  up  imitative  reactions. 
But  slow-motion  pictures  of  exi)ert  typists 
prove  that  they  never  use  the  kind  of  stroking 
described  by  these  terms.  The  stroking  de¬ 
scribed  in  the  first  edition  of  Rational  as 
“staccato,”  and  more  recently  by  the  term 


“get-away  stroke,  ’  almost  exactly  describes 
what  the  experts  actually  do. 

Skill  developn.ent,  therefore,  is  the  keynote 
in  “Gregg  Typing.”  Every  feature  of  machine 
operation  is  built  around  that  idea.  By  cover¬ 
ing  the  entire  keyboard  in  the  first  eight 
periods  of  work,  and  laying  a  thorough  foun¬ 
dation  by  skillfully  worked  out  practice  exer¬ 
cises — based  on  analysis  and  experiment — a 
very  great  forward  step  is  taken  in  advancing 
the  student  to  a  point  where  he  can  learn  to 
type  in  an  interesting,  natural  situation. 

The  authors  of  the  present  series  feel  that 
heretofore  too  much  time  has  been  devoted  to 
exercises  that  are  not  sufficiently  motivated 
to  win  the  student’s  interest,  especially  when 
the  “perfect  copy”  idea  of  production  prevailed. 
Consequently,  by  covering  the  keyboard  quickly 
through  properly  constructed  exercises,  the 
student  can  be  introduced  to  more  practical 
typing  problems. 

Motivation  is  an  undeniably  important  factor 
in  learning  any  skill  subject,  and  in  “Gregg 
Typing”  this  principle  is  prominent  from  the 
beginning.  Book  I  leads  the  beginner  rapidly 
through  basic  technique,  develops  fundamental 
typing  skill  intensively  and  extensively,  and 
thereafter  proceeds  through  a  complete  cycle 
of  typing  activities  intended  to  equip  him  to 
do  the  work  of  a  typist  on  the  junior  level 
of  employment.  Book  II  continues  with  an¬ 
other  cycle  of  skill  developn.ent  on  a  higher 
level  and  a  series  of  projects  intended  to  equip 
the  student  for  professional  work  as  a  typist. 

Teachers,  we  are  sure,  will  be  interested  in 
the  leading  features  of  the  new  series : 

1.  The  series  is  comprehensive  and  complete, 
because  it  is  based  on  city  and  state  syllabi 
and  on  thorough  job  analysis. 

2.  The  material  in  Books  I  and  II  and  the 
Complete  Course  is  organized  into  budgets 
containing  five  lessons  each.  FLach  lesson  con¬ 
tains  enough  work  for  a  period  of  from  40 
to  60  minutes. 

3.  From  cover  to  cover,  each  book  is  built 
upon  lesson  plans — ^a  lesson  plan  for  each 
lesson. 

4.  The  correct  proportion  of  time  and  effort 
is  devoted  to  each  worthwhile  objective  for 
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courses  extending  over  180  to  360  periods. 
Later  editions  will  meet  the  requirements  of 
shorter  courses. 

5.  The  series  is  extremely  flexible.  Elach 
book  can  be  used  as  a  self-instructor  or  can 
be  adapted  easily  to  any  progressive  teaching 
plan. 

6.  Like  the  Anniversary  Edition  of  the 
Gregg  Shorthand  Manual,  Book  I  makes  sys¬ 
tematic  use  of  the  most-common-word  vocab¬ 
ulary  for  material  for  keyboard  practice  and 
early  skill  development.  Book  II,  the  Com¬ 
plete  Course,  and  later  editions  now  in  prepara¬ 
tion  contain  exhaustive  facility-word  drills 
which  enable  the  student  to  master  as  com¬ 
binations  the  most  common  of  the  ten  thousand 
frequent  words.  These  are  presented  accord¬ 
ing  to  the  principle  of  analogy  much  as  is 
done  in  Gregg  Shorthand.  The  typing  and 
shorthand  word  vocabularies  are  developed 
hand  in  hand. 

Features  of  Book  I 

Book  I,  the  elementary  course,  places  em¬ 
phasis  upon : 

(a)  A  high  degree  of  skill  development,  rapidly 
acquired 

(b)  The  application  of  this  skill  to  the  typing  of 
elementary  business  papers. 

To  accomplish  these  aims,  the  text  contains 
the  following  nezv  features : 

1.  The  instructions  that  are  to  be  read  are 
reduced  to  a  minimum.  Many  specially  posed 
photographs  and  illustrations  are  included,  be¬ 
cause  they  convey  vital  information  more 
eflfectively  than  through  the  printed  word. 

2.  The  keen  motivation,  constant  review, 
crisp  and  concise  presentation,  prompt  appli¬ 
cation,  thorough  drill,  and  organized  improve¬ 
ment  practice  will  attract  and  hold  the  en¬ 
thusiastic  attention  and  effort  of  students. 

3.  The  entire  keyboard  is  covered  in  the 
first  eight  lessons. 

4.  The  strong  easily  controlled  first  fingers 
are  trained  first;  then  the  second,  third,  and 
fourth  fingers  in  rapid  succession.  This  basic 
idea  originated  with  the  Rational  Method  over 
a  quarter  of  a  century  ago,  and  is  being  in¬ 
creasingly  accepted  by  textbook  makers  and 
teachers  as  they  become  more  and  more  aware 
of  the  real  nature  of  the  learning  problem. 
The  typist  must  learn  correct  movements.  He 
can  train  the  two  strong  and  controllable  index 
fingers  to  make  correct  movements  more  effi¬ 
ciently  than  the  other  fingers,  four  of  which 
are  the  weak  and  difficult-to-control  third 
and  fourth  fingers. 

5.  Words  are  introduced  in  the  second  pe¬ 
riod,  phrases  in  the  third,  sentences  in  the 
sixth,  paragraphs  in  the  tenth,  and  letters  in 
the  twenty-sixth. 


6.  Exercises  are  short  and  interesting,  each 
having  a  definite  objective. 

7.  Large,  clear  type  and  short  lines  make 
typing  practice  easy  and  relieve  eye-strain. 

8.  Supplementary  exercises  provide  for 
three  levels  of  accomplishment. 

9.  Practice  material  is  carefully  graded, 
even  to  the  sequence  of  strokes  and  words  in 
the  line.  The  longest  word  in  the  first  five 
lessons  does  not  exceed  lour  letters.  F'luency 
is  notably  increased  in  the  early  lessons  by 
using  words  of  uniform  length  in  each  line. 
Facility  is  encouraged  by  a  carefully  appor¬ 
tioned  repetition  of  words  and  a  subtle  repe¬ 
tition  of  frequent  combinations  in  successive 
words. 

10.  Difficulties  are  anticipated  and  avoided 
by  preventive  rather  than  corrective  measures. 
The  student’s  attention  is  focused  upon  his 
all-important  technique  by  providing  for  criti¬ 
cal  self-analysis  to  discover  his  weaknesses, 
including  errors  in  typed  copy,  and  by  simple 
skill  improvement  practice,  systematically  pur¬ 
sued. 

11.  Brief,  concise,  and  clear  instructions  ac¬ 
company  each  exercise. 

12.  The  student  is  told  precisely  how  to 
practice  each  kind  of  exercise  in  order  to 
attain  skill — a  much  needed  innovation  in  typ¬ 
ing  texts. 

13.  Easy  business  letters,  beginning  with 
Lesson  36,  provide  a  natural  incenttve  for 
enthusiastic  practice. 

14.  Practical  business  papers,  treated  sys¬ 
tematically  and  thoroughly,  furnish  the  bulk 
of  the  second  half  of  the  book.  Eiach  topic, 
such  as  Business  Correspondence,  Manuscripts, 
Tabulations,  etc.,  is  treated  as  a  single  unit. 

15.  An  unusually  large  number  of  thor¬ 
oughly  representative  Style  Studies  of  letters 
and  other  business  papers  are  reproduced  in 
facsimile  for  the  student  to  practice. 

16.  Plenty  of  unarranged  and  rough-draft 
material  develops  the  student’s  typing  power 
and  his  ability  to  apply  his  skill  in  new  situ¬ 
ations. 

17.  Two  budgets,  ten  lesson  periods,  are  de¬ 
voted  to  Related  Typing  Projects,  providing  a 
thorough  review  of  the  text  and  preparation 
for  junior  typing  positions. 

18.  Sustained  Typing  Skill  Tests  and  Im¬ 
provement  Practice  continue  throughout  the 
course,  one  period  in  every  five  being  devoted 
exclusively  to  these  purposes  in  the  last  half 
of  the  book. 

19.  The  subject  matter  of  the  exercises 
will  stand  the  most  rigid  test  as  to  interest, 
informational  content,  general  cultural  signifi¬ 
cance,  specific  vocational  values,  meaningful¬ 
ness,  and  inspiration. 

20.  Another  feature  worthy  of  mention  is 
that  while  the  technique-first  theory  has  been 
followed  throughout,  the  books  are  admir¬ 
ably  adapted  to  the  copy-objective  preferred 


September  Nineteen  Thirty-One 


21 


by  many  teachers.  The  exercises  are  so  ar-  side  the  Rational  textbooks.  This  factor  in 
ranged  that  this  idea  can  be  carried  out  fully  connection  with  the  self-instructing  feature  is 
and  the  student  will  be  furnished  with  a  rich-  worth  considering  by  teachers  preferring  the 
ness  of  experience  that  is  not  obtainable  out-  copy-objective  method. 


Providing  Controlled  Dictation 

Explained  by  Louis  A.  Leslie 


EGINNING  with  this  month  all  dicta¬ 
tion  material  issued  by  the  Gregg  Pub-  ’ 
lishing  Company  will  be  counted  in  a 
new  way,  which  we  believe  will  go  far  toward 
giving  the  teacher  for  the  first  time  real  control 
over  the  speed  of  dictation. 

Syllable  Intensity 

We  all  know  that  dictation  matter  varies 
greatly  from  one  article  or  one  letter  to  an¬ 
other.  The  most  important  factor  in  this  vari¬ 
ation  is  the  syllable  intensity.  So  important 
has  this  factor  of  syllable  intensity  been  that 
for  many  years  it  has  been  the  practice  in  dic¬ 
tation  books  to  indicate  the  syllable  intensity 
of  the  material  in  order  to  give  the  teacher 
an  approximate  idea  of  the  relative  difficulty 
of  the  letter  or  article  actually  being  dictated. 

What  is  “syllable  intensity”?  When  we  say 
that  a  letter  has  a  syllable  intensity  of  1.45, 
for  example,  we  mean  that  the  average  length 
of  the  words  in  the  letter  is  one  and  forty-five 
hundredths  syllables.  It  is  obvious  that  a  long 
word,  which  usually  has  a  long  shorthand  out¬ 
line,  takes  longer  to  write  than  a  short  word. 
Thus  the  student  can  without  question  write  in 
shorthand  the  word  cat  much  more  quickly 
than  he  can  write  in  shorthand  the  word 
inappropriate,  even  granting  that  he  knows  the 
outline  for  the  latter  word.  As  a  matter  of 
fact,  there  is  the  further  consideration  that 
the  longer  and  more  difficult  words  usually 
are  unfamiliar  to  the  student  and  he  not  only 
requires  more  time  for  the  actual  writing  of 
the  outline  but  also  requires  much  more  time 
to  recall  or  construct  the  outline. 

What  Makes  a  **Take"  Hard  or  Easy 

This  accounts  for  the  fact  that  a  letter  with 
a  syllable  intensity  of  120  is  very  easy.  It 
can  be  seen  at  a  glance  that  it  is  predominantly 
nwnosyllabic.  On  the  contrary,  matter  with  a 
syllable  intensity  of  1.80  must  contain  a  great 
many  long  words  in  order  to  raise  the  general 
average  to  so  high  a  figpire. 

Consider  for  a  moment  the  problem  faced 
by  the  pupil  required  to  write  at  the  same 


speed  these  two  specimens  of  matter,  which 
may  be  duplicated  in  almost  any  dictation  book 
on  the  market.  In  writing  the  first  specimen 
at  a  speed  of  100  words  a  minute  he  is  writing 
120  syllables  a  minute.  In  writing  the  second 
specimen  at  a  rate  of  100  words  a  minute, 
he  is  writing  180  syllables  a  minute,  an  in¬ 
crease  of  exactly  50  per  cent.  Translated  into 
words  a  minute  this  means  that  if  he  writes 
100  words  a  minute  on  the  letter  having  a 
syllable  intensity  of  1.20  he  is  writing  the 
equivalent  of  150  words  a  minute  on  the  letter 
having  a  syllable  intensity  of  1.80.  Small 
wonder,  then,  that  the  very  student  who  turns 
in  a  perfect  transcript  today  may  fail  miser¬ 
ably  tomorrow. 

Standardixing  the  Count 

The  typewriting  contests  pointed  the  way 
out  of  this  dilemma  many  years  since,  and  it 
is  rather  surprising  that  we  have  not  sooner 
followed  their  lead.  For  many  years  there  had 
been  criticism  of  the  fact  that  typewriting 
records  were  not  really  comparable  because  of 
differences  in  the  difficulty  of  the  material.  As 
we  all  know,  the  typewriting  folks  cut  their 
Gordian  knot  in  1924  by  figuring  results  in 
strokes  rather  than  words.  However,  because 
a  score  computed  in  strokes  a  minute  would 
mean  nothing  to  the  layman,  as  a  matter  of 
convenience  they  report  the  results  in  terms 
of  words  a  minute,  based  on  an  arbitrary 
figure  of  five  strokes  to  a  word. 

The  German-speaking  countries  of  Europe 
have  solved  the  problem  for  shorthand  by  dis¬ 
regarding  the  word  as  a  unit  and  considering 
only  syllables.  Thus  in  a  German  school  the 
pupil  would  take  a  test  at,  say,  200  syllables 
a  minute,  rather  than  as  we  would  say,  100 
words  a  minute.  (A  careful  count  has  de¬ 
termined  the  average  syllable  intensity  of 
German  to  be  1.83.) 

The  solution  we  have  adopted  for  coimting 
shorthand  dictation  material  in  the  future  is 
an  adaptation  of  these  two  methods  to  our 
own  problem.  We  shall  continue  to  use  the 
word  as  the  basis  for  figuring,  but  a  word  will, 
for  our  purpose,  consist  of  1.40  syllables  rather 
than  an  actual  word.  That  is  to  say,  in  effect. 
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all  dictation  material  will  have  a  syllable  in¬ 
tensity  of  1.40.  The  following  table  will  per¬ 
haps  explain  the  plan  more  clearly: 

Syllable-Words  Syllables  a  Syllables  in  each 

a  minute  minute  15-second  group 

60  84  21 

80  112  28 

100  140  35 

120  168  42 

riie  number  of  actual  words  in  a  dictation 
may  thus  be  either  smaller  or  greater  than 
the  number  of  “syllable-words,”  which  are 
figured  at  a  uniform  rate  of  1.40  syllables  to 
a  word.  With  very  rare  exceptions  this  will 
give  us  not  only  really  comparable  five-minute 
tests,  but.  as  a  by-product,  we  derive  another 
very  considerable  benefit — each  minute  in  the 
test  will  be  of  practically  the  same  difficulty. 

Eliminating  the  Hard  Spots 

You  will  remember  without  any  trouble 
many  cases  in  which  a  pupil  was  able  to  write 
almost  perfectly  four  minutes  of  a  five-minute 
test,  only  to  fall  down  hopelessly  on  some  one 
minute  because,  as  he  put  it,  “that  was  a  hard 
spot.”  Matter  counted  according  to  our  new 
plan  will  no  longer  have  “hard  spots.” 

The  reason  for  this,  of  course,  is  that  mate¬ 
rial  which  used  to  be  “easy”  was  so  because 
it  was  composed  of  common  words  which  the 
pupil  knew  well.  Material  which  used  to  be 
“hard”  was  so  because  it  was  composed  of 
difficult  words  which  the  pupil  did  not  know 
well.  Under  the  new  plan  of  counting  by 
syllables  the  student  will  automatically  be 
given  more  time  to  write  the  long,  hard  words 
and  will  also  automatically  be  called  on  to 
write  more  of  the  short  easy  words  in  any 
given  length  of  time,  thus  effectively  equalizing 
the  difficulty  of  the  material. 

Why  **Time’'  At  All? 

Now  we  expect  that  some  of  you  will  write 
us  to  say,  “but  in  actual  business  the  dictation 
is  not  so  smooth  and  even”  True  enough. 
Every  so  often  someone  writes  to  us  in  the 
same  tenor  about  counting  dictation  material 
at  all.  They  ask  why  dictation  material  is 
counted  and  timed  at  an  even  rate  of  speed 
when  we  know  perfectly  well  that  the  future 
employer  is  not  going  to  count  and  time  his 
dictation. 

Plausible  as  this  thought  may  seem  at  first, 
it  does  not  take  into  account  some  of  the 
other  factors  of  the  problem.  This  same 
train  of  reasoning  slightly  changed  to  suit 
circumstances  is  brought  up  from  time  to  time 
in  connection  with  training  for  the  acquisition 
of  almost  any  skill. 

However,  there  seems  no  question  that  up 
to  a  certain  point  any  skill  is  most  perfectly 
and  most  rapidly  acquired  under  the  most 


favorable  conditions,  regardless  of  the  con¬ 
ditions  under  which  that  skill  must  eventually 
be  exercised.  One  experience  with  which  most 
of  us  are  familiar,  which  offers  a  good  analogy, 
is  learning  to  swim.  Many  people  have  de¬ 
veloped  a  permanent  and  unconquerable  aver¬ 
sion  to  water  because  someone  who  originally 
introduced  them  to  swimming  did  not  believe 
in  “humoring”  the  beginner.  It  is  a  well-known 
fact  that  one  severe  fright  in  the  water  at  an 
early  stage  of  swimming  instruction  will  often 
cause  a  genuine  phobia,  rendering  any  further 
progress  in  swimming  impossible  for  years, 
even  forever.  In  spite  of  this  we  still  hear 
some  stony-hearted  individuals  claim  that  the 
■best  way  to  teach  a  person  how  to  swim  is  to 
throw  him  into  deep  water  and  let  him  swim 
ashore. 

That,  apparently,  is  what  some  dictation 
teachers  are  willing  to  do  in  developing  the 
shorthand  writing  skill  of  the  pupil — throw 
him  into  deep  water  and  let  him  swim  ashore. 
Might  we  not  almost  say  that  because  some 
stenographers  may  have  to  take  dictation  punc¬ 
tuated  by  billows  of  smoke  from  a  big  black 
cigar  the  dictation  teacher  should  provide  a 
similar  handicap  in  the  dictation  class? 

Seriously  speaking,  we  are  confident  that 
any  educational  psychologist  will  readily  agree 
that  all  skills  are  best  acquired  in  the  begin¬ 
ning  under  the  most  favorable  conditions,  and 
that  anything  which  tends  to  distract  or  annoy 
the  learner  or  to  make  the  learning  process 
more  difficult  simply  retards  the  progress  of 
the  work.  Concrete  examples  of  this  could  be 
adduced  without  end,  not  only  from  the  short¬ 
hand  and  typewriting  field,  but  from  the  learn¬ 
ing  technique  of  almost  any  skill  from  acro¬ 
batics  to  xylophone  playing. 

(N ote. — We  shall  welcome  correspondence  al)Out  this 
innovation  and,  if  you  have  any  queries  or  comments 
about  the  new  plan,  please  address  them  to  the  writer 
of  this  article.) 

Interesting  News  from  Abroad 

quote  from’  the  New  York  World- 
Telegram  certain  information  which  we 
know  will  interest  our  readers.  Let  us  pref¬ 
ace  it  with  the  information  that  dictation  at 
the  higher  speeds  in  the  Royal  Society  of  Arts 
examinations  (London,  England)  is  for  seven 
minutes’  duration — and  that  the  material  is 
not  easy. 

“Information  has  been  received  by  the 
Gregg  Teachers’  Association  from  the  Royal 
Society  of  Arts,  independent  examining  body 
in  England,  that  all  of  those  who  qualified 
at  140  words  a  minute  were  writers  of  Gregg 
shorthand  and  that  75  per  cent — 100  out  of 
134 — of  those  passing  at  120  words  a  minute, 
were  writers  of  Gregg.” 
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Lafm- American  Good  Will  huncheon 
Honors  Doctor  Gregg 

Report  by  A.  A.  Bowie 

Manager y  Foreign  Department,  The  Gregg  Publishing  Company 


©  Priee  Picture  Seu>$ 

Testimonials  Presented  to  Doctor  Gregg  by  Toastmaster  Barrett 

The  Latin-American  Groocl  Will  Lunch-  president,  Advertising  Club  of  New  York, 

eon  which  took  place  at  the  Hotel  and  himself  a  writer  of  Gregg  Shorthand; 

Commodore  was  the  outcome  of  a  plan  Congressman  Coring  M.  Black,  Committee 

originated  among  teachers  and  school  officials  on  Education,  U.  S.  House  of  Representatives ; 

in  Latin-America,  to  do  honor  to  Dr.  John  Mr.  Robert  E.  Farley,  president  of  the  Rotary 

Robert  Gregg  in  recognition  of  his  contribu-  Club  of  New  York;  Mr.  S.  C.  Mead,  secre¬ 
tion  to  Commercial  Education.  tary  of  the  Merchants’  Association  of  New 

Sehor  Francisco  Vizcar rondo,  vice-president  York;  Dr.  Joseph  M.  Sheehan,  associate 

of  the  National  Education  Association  of  the  Superintendent  of  Schools,  New  York  City 

United  States,  and  assistant  Commissioner  of  Board  of  Education ;  Dr.  Paul  S.  Lomax, 

Education  of  Porto  Rico,  undertook  to  organ-  New  York  University;  Nathaniel  Altholz, 

ize  a  committee  to  carry  out  the  wishes  ex-  Director  of  Commercial  Education  in  the  New 

pressed  in  the  hundreds  of  letters  on  this  York  City  Public  High  Schools;  Dr.  James 

subject  that  had  been  received.  C.  Egbert,  Columbia  University;  Dr.  Edward 

The  Organizing  Committee  was  made  up  of  J.  McNamara,  principal  of  the  High  School 

Mr.  Vizcarrondo  as  Chairman;  Dr.  Frederick  of  Commerce  of  New  York  City;  Sehor  J.  M. 

B.  Robinson,  president  of  the  College  of  the  Torres  Perona,  Editor-in-Chief  of  “La  Pren- 

City  of  New  York ;  Mr.  Charles  E.  Murphy,  {Continued  on  page  26) 


Reading  from  left  to  right  at  the  Speakers’ 
Table  are:  Senor  Germain  Olano,  Consul 
General  of  Columbia ;  Professor  William  R. 
Shepherd,  Member,  Council,  Pan  American 
Society  of  New  York,  Charter  Member,  Geo¬ 
graphical  and  Historical  Society  of  the 
Americas,  Consulting  Editor,  Hispanic-Ameri- 
can  Historical  Review;  Mr.  Robert  E.  Farley, 


President,  Rotary  Club  of  New  York;  Dr. 
Frederick  B.  Robinson,  President,  The  Col¬ 
lege  of  the  City  of  New  York;  Mrs.  John  R. 
Gregg;  Congressman  Coring  M.  Black,  Junior 
Ranking  Member,  Committee  on  Education, 
U.  S.  House  of  Representatives ;  Senor 
Enoch  Adames  V,  Consul-General  for  Pan¬ 
ama;  Dr.  John  Robert  Gregg;  The  Honor- 
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‘>bert  Gregg,  May  p,  ip^i,  at  the  Hotel  Commodore,  New  York,  N.  Y. 


able  John  Barrett,  Chairman,  International  Regalado;  Senor  Walter  J.  Decker,  Consul- 

Pan  American  Committee,  Former  United  General  of  Bolivia;  Senor  Manuel  Cruz,  Vice- 

States  Envoy  and  Minister  in  Latin-America  Consul  of  Mexico;  Mr.  J.  Paul  Leonard, 

and  Asia,  Director-General,  Pan  American  Representative,  Kiwanis  Club  of  New  York ; 

Union;  Senor  Francisco  Vizcarrondo,  Vice-  Mrs.  E.  W.  Allan,  President,  Commercial 

President,  National  Education  Association  of  Education  Association  of  New  York  and 

the  United  States;  Senor  S.  Paredes  Rega-  Vicinity;  and  Mr.  Charles  E.  Murphy,  Presi- 

lado,  Consul-General  of  Honduras ;  Madame  dent.  Advertising  Club  of  New  York. 
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iContinued  from  page  23) 

sa”;  Alexander  S.  Massell,  secretary  of  the 
Elastern  Commercial  Teachers’  Association; 
Senor  Enoch  Adames,  V,  Consul-General  for 
Panama;  Thomas  G.  O’Brien,  president  of  the 
New  York  Kiwanis  Club. 

The  local  arrangements  committee  included 
Chairman  A.  H.  Rodriguez,  270  Madison 
Avenue,  New  York;  Alberto  Rembao,  Foreign 
Language  Information  Service,  New  York ; 
Rafael  Aran,  “La  Nueva  Democracia,”  New 
York;  C.  E.  Vascones,  New  York,  and  E.  A. 
Murphy,  New  York. 

In  addition  to  carrying  out  the  original 
plan,  it  was  decided  by  the  Organizing  Com¬ 
mittee  to  use  this  occasion  as  an  opportunity 
for  drawing  attention  to  the  importance  of 
commercial  education  in  its  relationship  to 
amity  and  understanding  among  the  peoples 
of  the  western  hemisphere. 

That  commercial  education  is  making  rapid 
strides  throughout  the  republics  of  Latin- 
America  is  evidenced  by  the  large  number  of 
schools  and  colleges  that  are  introducing 
commercial  subjects  into  their  curricula.  To 
encourage  this  growth  of  commercial  educa¬ 
tion  as  a  means  of  bringing  the  Americas  into 
a  closer  union  for  their  advancement  was  the 
important  aim  of  this  meeting. 

The  theme  therefore  was  “Commercial 
Education  as  a  Factor  in  Pan  American 
Amity  and  Understanding.” 

The  toastmaster  at  the  luncheon  was 
the  Honorable  John  Barrett,  internationally 
known  figure,  who  at  present  is  chairman  of 
the  International  Pan  American  Committee; 
formerly  United  States  Envoy  and  Minister 
in  Latin-America  and  Asia,  and  Director-Gen¬ 
eral  of  the  Pan  American  Union.  Consider¬ 
able  newspaper  comment  was  made  on  his 
address,  in  which  he  emphasized  the  necessity 
for  solidarity  to  preserve  the  New  World 
ideals  and  practices  of  the  United  States  and 
other  nations  of  the  Western  Hemisphere. 

The  other  addresses  were  made  by  Pro¬ 
fessor  William  R.  Shepherd,  member  of 
the  Council  of  the  Pan  American  Society  of 
New  York,  charter  member  of  the  Geo¬ 
graphical  and  Historical  Society  of  the  Amer¬ 
icas,  and  Consulting  Editor,  Hispanic-Ameri- 
can  Historical  Review ;  Senor  Manuel  Cruz, 
Vice-Consul  General  for  Mexico;  Senor 
Enoch  Adames,  V,  Consul-General  for  Pan¬ 
ama;  Representative  Loring  M.  Black,  junior 
ranking  member  of  the  Committee  on  Educa¬ 
tion,  United  States  House  of  Representatives ; 
Dr.  Frederick  B.  Robinson,  president  of  the 
College  of  the  City  of  New  York,  and  Mr. 
Charles  E.  Murphy,  president  of  the  New 
York  City  Advertising  Club. 

Following  these  speeches  came  the  presenta¬ 
tion  of  testimonials  and  the  Scroll  of  Honor 
to  Dr.  Gregg,  on  behalf  of  the  Spanish-Ameri- 


can  teachers  and  school  officials.  The  testi¬ 
monials  were  bound  in  book  form  in  beautiful 
leather  with  a  likeness  of  Dr.  Gregg  stamped 
in  gold  on  the  cover.  The  Scroll  of  Honor, 
written  in  Spanish  and  therefore  headed 
“Cuadre  de  Honor,”  was  a  work  of  art.  It 
contained  more  than  a  thousand  names — 
original  signatures  of  teachers  of  Gregg  Short¬ 
hand  in  Central  and  South  America,  Mexico, 
and  the  West  Indies. 

Dr.  Gregg  was  markedly  affected  by  this 
wonderful  tribute  and  in  a  few  gracious  words 
expressed  thanks  for  the  honor  that  had  been 
done  him. 

This  was  the  largest  assembly  of  its  kind 
ever  held,  a  striking  tribute  to  Dr.  Gregg. 

More  than  350  attended  the  luncheon,  which 
was  given  at  the  Hotel  Commodore  in  New 
York  City,  and  messages  came  flowing  in  by 
radio,  by  cablegram,  by  telegram,  and  by  let¬ 
ter.  Several  schools  in  Latin-America  cele¬ 
brated  the  occasion  too,  by  holding  feasts  at 
the  same  hour  as  the  luncheon  in  New  York. 

Space  prohibits  our  quoting  all  of  the  many 
messages  that  were  received  from  ambassa¬ 
dors,  ministers  and  representatives  of  the 
several  Governments,  from  school  officials, 
and  from  teachers.  Here  are  a  few ; 

Theodore  Roosevelt,  Governor  of  Porto 
Rico,  radioed,  “Heartiest  best  wishes  for  the 
success  of  meeting.  Your  purpose  is  of  great 
importance  to  all  of  the  .Americas.  In  Mr. 
Vizcarrondo  you  have  a  gentleman  who  can 
speak  with  authority  and  ability  on  contribu¬ 
tion  we  can  make  in  Porto  Rico.  Please  give 
my  kindest  regards  to  Doctor  Gregg.” 

From  the  Escuelas  Pias,  Havana,  Cuba, 
came  the  message,  “Escuelas  Pias  send  salu¬ 
tations  and  wish  to  express  their  felicitations.” 

Another  cablegram  was  received  from  Tam¬ 
pico,  Mexico,  which  read,  “The  teachers  and 
pupils  of  Colegio  Tamaulipas,  Tampico,  Mex¬ 
ico,  cordially  congratulate  the  illustrious  Dr. 
John  R.  Gregg  on  this  memorable  occasion.” 
And  Humberto  Ruiz,  of  Santa  Clara,  Cuba, 
sent  the  message,  “To  John  Robert  Gregg, 
Wizard  of  Commercial  Education.  My  sin¬ 
cere  congratulations  on  this  great  event.” 

From  the  Maracaibo  Business  College, 
Venezuela,  came  a  message  which  read, 
“Venezuela  congratulates  Dr.  John  R.  Gregg, 
the  Ace  of  Modern  Commercial  Pedagogy.” 

And  here  is  a  bit  from  the  long  greeting 
from  the  Assistant  Secretary  of  War  of  the 
United  States,  F.  Truebee  Davison: 

“I  deeply  regret  that  I  am  not  able  to  at¬ 
tend  the  luncheon  given  in  honor  of  Doctor 
Gregg  and  the  other  distinguished  guests  who 
are  attending  the  Latin-American  Good  Will 
Luncheon. 

“There  is  no  doubt  in  my  mind  but  that  in¬ 
ternational  peace  and  good  will  is  promoted 
^ContiHued  on  page  37) 
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Daily  Lesson  Plans  in  Gregg  Shorthand 

(Continued  from  page  10) 


acre  Here  is  a  good  acre  of  hay. 

maker  Are  you  the  maker  of  this  crate? 

eagle  Your  dad  will  not  take  the  eagle  with 

him. 

gleam  The  red  gate  will  gleam  in  the  rain. 

glare  The  man  will  not  glare  at  Teddy. 

ark  The  crate  will  make  a  good  ark. 

dark  The  dark  man  is  his  dad. 

mark  That  tree  will  mark  the  end  of  the  lake. 

milk  The  cream  and  milk  will  be  there. 

(2)  Joining  of  consonants  of  unequal 

length.  (See  Suggestions.) 

gray  The  dark  gray  hat  is  here. 

green  The  green  train  was  in  a  wreck. 

eager  He  is  eager  to  get  to  the  lake  with  his  dad. 

clay  The  green  clay  is  good. 

clan  The  clan  was  led  by  Larry. 


(2)  Show  that  curving  the  t  does  not  change 
the  rules  for  vowel  and  consonant  joinings. 
The  e  is  still  outside  the  angle,  as  in  met  and 
myth,  and  inside  the  curve,  as  in  tick  and 
thick. 

PRESENTATION — Illustrative  words  and 
sentences : 

wrath  His  wrath  was  g^eat. 

myth  They  met  Teddy  reading  a  myth. 

hath  His  wrath  hath  not  an  end. 

thick  They  can  hear  the  tick  in  the  thick  hay. 

thin  The  tin  of  the  crate  is  too  thin. 

Edith  Edith  will  get  Teddy  a  ticket  to  go  to  the 

great  game. 


SUPPLEMENTARY  SENTENCES— 

crane  The  crane  and  the  eagle  are  in  the  ark. 

creed  It  is  his  creed  to  make  good  cream. 

glen  Teddy  and  Larry  are  in  the  glen  at  the 

end  of  the  lake. 

grain  The  grain  is  ready  at  the  gate  in  the  rear. 

greed  His  greed  made  him  mean. 

grim  That  was  a  grim  tale. 

ASSIGNMENT— 

First  column 

Page  1 — Brief  forms 
LTnit  1,  ten 
times. 

2 —  Words  Unit  1, 
once,  Pars.  14. 

IS,  17,  18, 
twice. 

3 —  Sentences  in 
class,  three 
times. 

4—  Review  and 
summary  let¬ 
ters,  three 
times. 

.SUMMARY— Letter. 

Dear  Sir: 

The  crane  and  eagle  will  be  in  the  ark.  Teddy 
made  them  of  green,  red,  and  gray  clay.  This  ark 
was  made  of  the20  crate  that  was  at  your  gate.  He  is 
e.iger  to  take  the  ark  to  the  glen  at  the  end  of  the 
lake.  Will  you  be  here  at*^  two  to  greet  the  maker  of 
the  ark? 

Yours  truly,  (49) 

Second  Day 

AIM — (1)  To  teach  the  method  of  ex¬ 
pressing  th.  (2)  To  review  the  work  of  Unit 
2  through  supplementary  dictation. 

REVIEW — (1)  Dictate  brief  forms  of  Units 
2  and  1.  (2)  Dictate  Summary  letter  of  pre¬ 
ceding  day. 

SUGGESTIONS— (1)  Develop  the  th 
stroke  from  the  brief  forms  the,  they,  that, 
and  this,  which  are  used  in  the  review  letter. 


SUPPLEMENTARY  DICTATION— Re¬ 
view  of  Unit  2  from  “Progressive  Dictation.” 
pages  5,  6,  Par.  32.  This  matter  should  be 
dictated  in  two  groups ;  approximately  70 
words  at  a  time. 

ASSIGNMENT— 

First  column 
Page  1 — Brief  forms 
Unit  1,  ten 
times. 

2 —  Words  Un'f  1, 

2  (as  far  as 
Par.  22)  twice. 

3—  Sentences  in 
class  and  those 
of  Speed  Stud¬ 
ies,  Par.  10, 
three  times. 

4 —  Review  and 
supplementary 
letter,  once. 

Par.  25,  once. 

Third  Day 

AIM — (1)  To  teach,  dictate,  and  transcribe 
Par.  25.  (2)  To  give  dictation  practice.  (3) 
To  develop  transcription  ability.  (4)  To  over¬ 
come  all  difficulties  in  preparation  for  to¬ 
morrow’s  test. 

REVIEW — Have  the  class  read  back  from 
page  4  of  their  homework  the  supplementary 
letter  assigned.  Dictate  this  at  25  words  a 
minute  and  have  it  read  back  again. 

PARAGRAPH  25 — Have  this  read  by  the 
students  until  it  can  be  done  fluently.  This 
should  then  be  dictated  and  read  back  several 
times. 

SUPPLEMENTARY  DICTATION— 
“Progressive  Dictation,”  page  5,  Pars.  29,  30. 
At  this  time  all  questions  about  Unit  2  should 
be  brought  up  and  answered. 


Second  column 

2,  ten  times 


Pars.  19,  20,  21,  three 
times 


Second  column 

2,  ten  times. 


Par.  22,  five  times. 


Speed  Studies,  Par.  10 
(words),  three  times. 
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ASSIGNMENT— 

First  Column 

Page  1 — Brief  forms 
Unit  1,  once. 

2 — Words  Units  2, 

1,  once. 

— Par.  25,  three 
times. 

4— Review  and 
supplementary 
dictation, 
twice. 

Study  the  brief  forms  of  Units  1  and  2  for 
tomorrow’s  test. 

Fourth  Day 

AIM — (1)  To  test  the  knowledge  of  brief 
forms  and  phrases  of  Units  1  and  2.  (2)  To 
give  additional  dictation  practice.  (3)  To 
develop  transcription  ability. 

REVIEW — Dictate  supplementary  material 
of  preceding  day. 

TEST  MATERIAL — (See  directions  for 
marking  in  Introduction.)  (1)  Dictate  30 
brief  forms  of  Units  1  and  2,  and  10  phrases, 
to  be  marked  for  shorthand,  transcription,  and 
spelling.  (2)  Dictate  from  Markett’s  “Word 
and  Sentence  Drills,”  page  4,  brief  form  sen¬ 
tences  1  through  7  to  be  marked  for  tran¬ 
scription  only.  Mark  spelling  as  a  full  error. 

SUPPLEMENTARY  DICTATION— 
“Dictation  for  Beginners,”  page  3,  Par.  6 
through  9.  Note. — The  class  will  find  it  very 
helpful  if  the  teacher  will  send  two  or  three 
of  the  brightest  pupils  to  write  the  dictation 
on  the  board.  Only  the  very  best  pupils 
should  be  chosen  and  only  those  whose  pen¬ 
manship  is  good  in  order  that  the  pupils  will 
have  a  model  of  what  is  best  before  them. 
The  teacher  will  then  have  an  opportunity  to 
walk  about  the  room  and  give  suggestions  to 
pupils  in  regard  to  posture,  penmanship,  etc. 

ASSIGNMENT— 

First  column 
Page  1 — Brief  forms 
Unit  1,  once. 

2 —  Words  Units 
2,  1,  once. 

3 —  Review  and 
supplementary 
dictation, 
twice. 

4 —  Review  and 
supplementary 
dictation, 
twice. 

Study  words  of  Units 
morrow. 

Fifth  Day 

AIM — (1)  To  test  the  knowledge  of  Units 
1  and  2.  (2)  To  give  additional  dictation 

practice.  (3)  To  develop  transcription  ability. 


REVIEW — (1)  Dictate  brief  forms  of 
Units  1  and  2.  (2)  Dictate  supplementary 

material  of  preceding  day. 

SUGGESTION — Teachers  may  prefer  to 
use  Friday’s  assignment  for  remedial  work, 
that  is,  drill  on  words  which  the  pupils  found 
difficult  during  the  week. 

TEST  MATERIAL — (1)  Dictate  20  words 
of  Unit  2,  10  words  of  Unit  1  (those  most 
students  wrote  incorrectly  on  last  week’s  test) , 
10  brief  forms  and  phrases  (those  most  stu¬ 
dents  wrote  incorrectly  on  yesterday’s  test) — 
to  be  marked  for  shorthand  and  transcription. 
(2)  Dictate  from  “Progressive  Dictation” 
page  5,  Par.  31 — ^to  be  marked  for  transcrip¬ 
tion  only.  Spelling  to  be  counted  as  a  full 
error. 

SUPPLEMENTARY  DICTATION 
PRACTICE — ^“Progressive  Dictation,”  page 
5,  Pars.  ZI,  28. 

ASSIGNMENT— 

Page  1 — Write  the  brief  forms  of  Units  2  and  1 
five  times. 

2 —  ^Write  the  words  of  Units  2  and  1  five  times. 

3 —  Par.  25,  twice. 

4 —  Supplementary  dictation  twice. 

Fourth  Week 

Unit  ) 

First  Day 

AIM — (1)  To  teach  the  expression  of  ted, 
ded,  det.  (2)  To  teach  the  brief  forms,  did, 
other,  all,  were,  where,  my,  when,  any,  could. 

REVIEW — (1)  Dictate  words  most  fre¬ 
quently  written  incorrectly  on  Friday’s  test. 
(2)  Dictate  the  following  review  letter: 

Dear  Sir: 

1  need  your  aid  in  adding  this.  The  trade  will  not 
rate  this  well,  but  with  your  aid  it  will  get  a  .good 
rating. 20  Mr.  Crane  will  aid  you  to  add  this,  too. 
Then  you  will  take  it  to  that  great  man,  Mr.  Green, 
and  he  will  read  it  too.^  I  desire  that  you  then  read 
it  to  the  market. 

Yours  truly,  (51) 

SUGGESTIONS— {\)  Each  of  the  sen¬ 
tences  on  the  blends  contains  a  word  with  d 
or  t  so  that  the  comparison  in  proportion  can 
be  made.  (2)  The  brief  forms  are  used  as 
teaching  material  in  these  first  few  units  be¬ 
cause  they  employ  new  strokes  which  the  stu¬ 
dents  must  be  shown  how  to  write.  (3)  If  the 
teacher  is  pressed  for  time,  the  brief  forms 
can  be  taught  as  words. 

PRESENTATION— i\)  ted,  ded,  det. 

needed  He  needed  more  cream,  but  I  will  not 

need  it. 

added  He  added  this  to  the  tea. 

aided  Mary  aided  Larry  in  adding. 

traded  At  the  end  of  the  day  they  traded  the 
milk  for  the  cream. 


Second  column 
Unit  2,  once. 

Speed  Studies,  Pars.  5, 
6,  7,  8,  10,  once. 


Second  column 
Unit  2,  once. 

Speed  Studies,  Par.  10. 


1  and  2  for  test  to- 
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hated  Mary  hated  to  go  with  them. 

today  Meet  me  in  the  glen  today, 

rated  They  rated  him  well. 

healed  This  market  is  well  heated, 

edit  Will  you  edit  this  great  tale? 

(2)  Brief  forms 

did  Did  that  go  at  that  end? 

other  The  other  man  hated  to  go  without  you. 

all  All  aided  in  the  trading. 

were  IV ere  the  others  there,  too? 

where  Where  were  you  all  today? 

my  Did  you  take  my  other  hat? 

zvhen  When  and  where  did  you  all  go  the  other 

day? 

any  Will  any  of  you  edit  this  tale? 

eould  Any  of  you  could  be  here  today. 

ASSIGNMENT— 

First  column 

Page  1 — Brief  forms 

Units  2,  1,  as 
many  times  as 
can  be  done  on 
the  half-page. 

2 —  Words,  Units 
2,  1.  Speed 
Studies,  Par. 

10,  once. 

3 —  Sentences  in 
class,  three 
times. 

4—  Letters  in 
class,  three 
times. 

SUMMARY— Letter. 

Dear  Sir: 

Mr.  Crane  needed  more  of  the  cream  and  milk.  He 
hated  to  get  it,  but  he  came  today  and  I  aided  him-^ 
by  trading  all  of  the  other  dairy  goods.  Where  were 
you  at  two  today  when  he  came  here? 

Yours  truly,  (38) 

Second  Day 


Second  column 
Par.  29  through  eould, 
five  times. 


Par.  31  through  by  the, 
five  times. 


Par.  26,  five  times. 


Par.  28,  col.  1,  three 
times. 


mend 

mental 

minute 

mineral 

money 

month 

remain 

mimic 

memory 


He  hated  to  mend  the  gate. 

This  man  will  not  be  a  mental  aid  to 
him. 

All  of  the  men  were  ready  at  tbe 
minute. 

Where  did  you  get  that  mineral  f 

That  man  would  not  get  the  money. 

Any  of  them  could  go  with  the  other 
men  this  month. 

He  could  not  remain  to  mend  my  gate. 

When  did  he  mimic  his  mending  my 
gate? 

The  memory  of  the  hated  man  made 
him  mean. 


(2)  Brief  forms 


what  What  other  lake  is  there  here? 

truth  The  truth  is  that  his  memory  is  not 

good. 

time  What  time  did  they  all  go? 

into  I  came  into  the  glen  at  the  minute  of 

eight. 

come  What  time  did  you  come  into  the  glen? 

like  1  would  like  to  get  the  money,  but  it  is 

too  late. 

little  There  is  little  time  to  get  at  the  truth. 

those  Those  men  coming  here  today  will 

like  it. 

country  When  will  you  go  into  the  country  to 

remain  there? 


ASSIGNMENT— 

First  column 

Page  1 — Brief  forms 

Units  2,  1,  five 
times. 

2 —  Words  Units  2, 
1,  Par.  28 
(col.  1),  once. 

3 —  Sentences  in 
class,  three 
times. 

4 —  Letters  in 
class,  twice. 
Par.  32  once. 
Be  prepared  to 
read  it  fluently. 


Second  column 

Unit  3,  five  times. 


Par.  31,  five  times. 


Pars.  26,  27,  28  (col. 
2),  three  times. 


AIM — (1)  To  teach  the  method  of  ex¬ 
pressing  men  and  mem.  (2)  To  teach  the 
brief  forms  what,  like,  truth,  time,  into,  come, 
little,  those,  country. 

REVIEW — (1)  Dictate  brief  forms  of 
Unit  2  and  those  of  Unit  3  assigned  for  today. 
(2)  Dictate  the  following  review  letter: 

Dear  Sir: 

There  is  more  good  grain  here.  I  am  going  to  get 
it.  Will  you  go  with  me?  All  the  other  grain  was 
taken. 20  I  atn  willing  to  go  with  you  and  the  other 
man  any  day  you  can  make  it.  Could  you  go  at  eight 
today?  Is40  that  a  good  date? 

Yours  truly,  (45) 

SUGGESTIONS — (1)  Show  the  difference 
in  size  between  m  and  men.  The  first  sentence 
brings  out  this  contrast  in  the  use  of  more  and 
men.  The  review  letter  is  made  up  of  words 
containing  m. 

PRESENTATION— (\)  men,  mem. 

men  There  are  more  men  here  than  you 

needed. 

many  Many  of  the  men  traded  where  they 

could. 


•  SUMMARY— Lcii^r. 

Dear  Sir: 

What  time  did  they  come  to  mend  the  gate?  Did 
they  remain  at  the  end  of  the  month  to  get  their 
money?  Many*®  of  them  did  not  like  to  come  into 
this  country  at  all.  Mr.  Lane  aided  them  in  mending 
the  gate  when  the  other*®  man  was  here.  I  will  get 
him  today. 

Yours  truly,  (48) 

Third  Day 

AIM — (1)  To  develop  skill  in  reading 
shorthand,  through  the  use  of  Par.  32,  Manual, 
and  Par.  13,  Speed  Studies.  (2)  To  develop 
skill  in  taking  dictation  and  accurate  tran¬ 
scription.  (3)  To  furnish  drill  on  phrases. 

REVIEW — (1)  Dictate  brief  forms  and 
phrases  of  Units  3  and  2.  (2)  Dictate  sum¬ 

mary  letter  of  preceding  day. 

SUGGESTIONS — (1)  Since  the  object  of 
this  lesson  is  the  development  of  skill  in 
handling  connected  matter,  the  teacher  would 
do  well  to  stress  those  principles  which  make 
for  skillful  transcription,  such  as,  good  pen- 
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matishi[>,  proportion,  thorough  knoieledge  of 
brief  forms,  constant  practice  on  connected 
matter,  etc. 

PRESENTATION — (1)  Have  the  reading 
plate  assigned  for  today  read  fluently  several 
times.  It  should  then  be  dictated  and  read 
back.  (2)  Par.  13  of  Gregg  Speed  Studies 
should  be  treated  in  the  same  way.  (3)  Dic¬ 
tate  the  phrases  on  pages  27,  28  of  Speed 
Studies.  Most  of  these  the  class  has  used  in 
sentences.  Special  drill  should  be  given  on 
can  be,  could  be,  may  be,  to  be,  at  those,  and 
am,  and  I  am,  and  they,  and  I  zvill,  and  zAth. 

ASSIGNMENT— 

First  column 

Page  1 — Brief  forms 

Units  2,  1,  Par. 

.tl,  three  time?. 

2 —  Words  Units  2, 

1,  three  times. 

3 —  Par.  32,  twice. 

4 —  Speed  Studies 
Par.  13,  twice. 

Study  brief  forms  of 

l^nits  2  and  3  for  test 

tomorrow. 

Fourth  Day 

AIM — (1)  To  test  the  knowledge  of  brief 
forms  and  phrases  of  Units  3  and  2.  (2)  To 
furnish  a  review  of  the  chapter  through  Par. 
33,  Manual,  and  Par.  14,  Speed  Studies. 

REVIEW — Dictate  Par.  13  of  Speed  Studies 
and  have  it  read  back. 

SUGGESTIONS— {\)  Par.  33,  Manual, 
and  Par.  14,  Speed  Studies,  furnish  an  ex¬ 
cellent  review  of  the  theory  of  Chapter  1.  We 
suggest,  as  a  variation,  that  students  be  sent 
to  the  board  for  this  dictation.  (2)  From  this 
point  on,  we  are  assuming  that  it  is  under¬ 
stood  that  brief  forms  in  the  weekly  tests  are 
those  which  students  most  frequently  wrote 
incorrectly  in  the  test  of  the  previous  week. 

PRESENTATION— {\)  Test  Material  (a) 
30  brief  forms  and  phrases  from  Unit  3; 

(b)  10  brief  forms  and  phrases  from  Unit  2; 

(c)  Dictation  from  “Dictation  for  Beginners,” 
page  5,  Par.  22.  (See  directions  for  marking 
in  Introduction.)  (2)  Review  Material — Dic¬ 
tate  Par.  33  Manual,  Par.  13  Speed  Studies, 
as  a  basis  for  the  review  of  the  chapter.  All 
outlines  should  be  carefully  checked  and  the 
difficult  ones  explained  and  drilled. 

ASSIGNMENT— 

First  column  Second  column 

Page  1 — Brief  forms  Par.  31,  three  times. 

Units  3,  2,  1, 
twice. 

2 — Words  Units  Speed  Studies  Par.  12, 

2,  1,  once.  three  times. 

Speed  Studies 
Par.  10,  twice. 


3 —  Par.  33,  three  Pars.  26,  27,  28.  twice, 
times. 

4 —  Speed  Studies  Study  for  word  test  of 

Par.  14,  three  Units  3  and  2  to 

times.  morrow. 

Fifth  Day 

AIM — (1)  To  test  the  knowledge  of  Units 
3  and  2.  (2)  To  furnish  additional  dictation 
and  transcription  practice. 

REVIEW — (1)  Dictate  brief  forms  of 
Units  3  and  2.  (2)  Dictate  letter  of  page  17, 
Pars.  33,  Manual. 

PRESENTATION— {\)  Test  Material  (a) 
30  words  of  Unit  3,  10  of  Unit  2;  (b)  Dictate 
from  “Dictation  for  Beginners,”  letter  21, 
page  5.  (See  directions  for  marking  in 
Introduction.)  (2)  Additional  Dictation  Ma¬ 
terial — Dictate  from  ‘‘Progressive  Dictation," 
pages  6,  7,  Pars.  36,  39,  41. 

ASSIGNMENT— 

Page  1 — Brief  forms  3,  2,  1,  twice  each.  » 

2 — Words  3,  2,  1,  twice  each. 

3  and  4 — Additional  dictation  material,  twice. 

Fifth  Week 

Unit  4 

First  Day 

AIM — (1)  To  teach  the  downward  char¬ 
acters  p,  b,  f,  7>,  ch,  i,  sh,  and  s  both  as  brief 
forms  and  as  letters.  (2)  To  teach  the  sounds 
by  which  these  letters  are  known.  (3)  To 
teach  the  correct  proportion  of  s,  p,  b;  s,  f,  v: 
and  sh,  ch,  j.  (4)  To  teach  joining  of  circles 
to  straight  and  curved  downstrokes. 

REVIEW — (1)  Dictate  brief  forms  of 
Units  2  and  3.  (2)  Dictate  following  review 

letter : 

Dear  Sir: 

It  is  my  desire  to  get  a  good  mill  at  Glenn,  and  I 
think  you  can  aid  me  in  getting  the  mill  that  120  like. 
Will  you  be  here  by  Monday  with  any  data  you  think 
I  may  need?  I  can  get  all  the  money  I  need,  but*** 
I  am  eager  to  go  into  this  with  you. 

Yours  truly  (50) 

NOTE. — ^Try  not  to  spend  more  th»n  ten  minutes  on  rerlew 
The  pupils  will  And  it  more  helpful  if  the  teacher  devotes 
the  Kreater  part  of  the  pcTiod  to  naw  work.  A  great  deal  of 
review  has  been  provided  in  the  presentation  sentences. 

PRESENTATION— 

Letter  Sound  Word  Sentence 

i  f.r.v  tr  It  is  needed  here  today. 

p  pe  put  What  men  put  my  money 

there  ? 

b  he,  but  by  I  will  be  there  all  the 
time. 

NOTE. — P,  b,  and  a.  in  this  Instance,  are  all  left-motion; 
p  is  twice  the  length  of  »,  and  b  twice  the  length  of  p. 
Ail  are  downward  characters.  Practice  a  line  of  a,  p.  b, 
ia.  put,  bp,  etc.,  for  proportion. 


Second  column 
Unit  3,  five  times. 


Speed  Studies  Par.  12, 
pages  27,  28,  once. 
Unit  3  (Pars.  26,  27, 
28),  twice. 
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Letter  Sound  Word  Sentence  preparation  for  new  material  to  be  presented 


s 

e  s 

is 

Is  the  mineral  where 

you  put  it? 

t 

ctf 

for 

When  will  you  come  for 

the  net? 

I 

VC 

ha  i  e 

Could  you  have  any  of 

it  ready  today  ? 

NOTE.— 

-There 

are  two  signs 

fur  a  to  facilitate  joining; 

x  In  thii 

Instance,  /  and  v  are  right-motion — /  twice  the 

length  of  a 

:  umi  V 

twice  the  length  of  /.  Practice  a  line  of 

apb-a/r  for 

projiortion  and  motion. 

sh 

ish 

shall 

When  shall  I  ship  the 

ship 

other  crate? 

ch 

chay 

change 

IVhich  mineral  shall  I 

which 

change  for  you  ? 

j 

jay 

Jack 

Did  Jack  like  the  cotin- 

try? 

XOTK. — Ink,  chay  and  jay  art  downward  ohararters  and 
do  not  slant  so  much  as  the  upward  t  and  d.  Sh  Is  the  length 

of  s,  rh  of  p,  and  f  like  b.  Practice  a  line  of  ish,  chay, 

and  jay. 

if  If  you  remain  today,  I  shall  give  you  the 

money. 

half  It  is  half  milk  and  half  cream. 

NOTE.- — Circle  vowels  are  written  inside  curves. 

age  What  is  the  aj/e  of  that  yreat  man. 

each  Each  of  you  will  remain  here  for  a  minimum 

time. 

she  She  had  to  get  the  deed  the  day  she  came 
here. 

NOTE. — Distinguish  between  the  sound  of  g  in  age,  and 
ij  In  great.  Circle  vowels  are  written  with  the  right-motion 
to  straight  lines. 

ASSIGNMENT— 

First  Column  Second  column 

Page  1 — Brief  forms  3,  Par.  41  through  much — 
2,  1,  three  seven  times, 

times. 

2 — Words  3,  2,  1,  Par.  34,  five  times, 
once. 

3  -  -Sentences  in  Par.  40  through  she, 

class,  three  five  times, 

times. 

4 — Letters  in  Si)eed  Studies,  Pars, 

class,  three  15-17,  five  times, 

times. 

SUMMARY — Letter,  to  be  dictated  at  25 
words  a  minute. 

Dear  Sir: 

Where  shall  I  put  the  money  that  is  coming  to  you 
for  cleaning  my  market?  I  gave  you  half  at  the 
time-<J  for  I  did  not  have  any  more  then,  but  I  will 
have  the  other  half  ready  if  you  come  for  it  today. 
Will  you<i*  clean  my  market  each  Monday? 

Yours  truly,  (47) 

Second  Day 

AIM — (1)  To  review  letters  p,  b,  f,  v,  sh, 
ch,  j,  and  s,  for  proportion,  slant,  and  move¬ 
ment.  (2)  To  teach  the  correct  method  of 
joining  r  and  /  to  p  and  b,  and  to  develop  a 
skill  in  writing  these  combinations. 

REVIEW — (1)  Dictate  brief  forms  of 
Unit  3  and  of  Unit  4  assigned  thus  far.  (2) 
Speed  Studies — Dictate  Par.  15  and  16  as  a 


and  to  promote  facility  in  writing.  Watch 
posture  and  movement  of  the  pen.  (3)  Dic¬ 
tate  summary  letter  of  yesterday. 

PRESENTATION— 

pray  If  she  will  pray,  she  will  get  well. 

prayer  It  is  his  prayer  that  he  will  there  in  . 

time  for  the  train. 

prim  The  ad  is  much  too  prim, 

preach  About  what  is  he  going  to  preach  f 

plate  This  is  a  very  good  plate, 

pledge  Did  he  make  the  pledge  good? 

wrapper  Where  did  you  get  the  other  wrapper! 

pepper  He  put  too  much  pepper  in  the  cream. 

apple  An  apple  a  day  is  good  for  you. 

brim  I  like  the  brim  of  that  hat. 

braid  Where  can  I  get  this  braiding? 

bridge  At  which  bridge  can  I  get  the  train? 

brief  Did  he  mean  to  be  that  brief? 

blade  I  should  like  to  have  a  good  blade. 

NOTE. — These  combinations  should  be  written  with  one 
stroke  of  the  pen.  They  start  down  and  to  the  left.  Rules 
for  joining  circles  learned  In  previous  units  apply  here 
as  Widl. 

SUPPLEMENTARY  WORDS— play, 
plea,  plead,  brain,  braided,  breach,  brave,  blame, 
bled,  blare. 

ASSIGNMENT— 

First  Column  Second  column 

Page  1 — Brief  forms  3,  Pars.  34,  41-44,  five 
2,  1,  three  times, 

times.  NOTE.  —  In  the  phrase 

2—  -Words  3,  2,  h  s  l>een,  b  rests  on  the 

once.  Puf- 

3 —  Sentences  in  Pars.  37,  38,  40  (through 

class,  three  she),  five  times, 

times. 

4 —  Letters  in 
class,  three 
times. 

SUMMARY — Letter,  to  be  dictated  at  25 
words  a  minute. 

Dear  Sir: 

I  have  little  time,  and  I  shall  therefore  be  very 
brief.  The  people  here  have  been  praying  for  the 
brave  man20  to  get  well.  He  is  very  ill,  and  I  would 
like  him  to  remain  here  for  a  time,  but  I  gave  my 
pledge  to  that  very  prim*<J  lady  you  met,  that  he 
would  l>e  ready  to  go  with  her  in  alx>ut  a  month 
from  today. 

Yours  truly,  (58) 

Third  Day 

AIM — (1)  To  review  method  of  joining  r 
and  /  to  p  and  b  by  means  of  a  penmanship 
drill.  (2)  To  teach  the  correct  method  of 
writing  fr  and  fl,  and  to  develop  fluency  in 
writing  these  combinations.  (3)  To  teach  all 
possible  joinings  in  the  writing  of  downward 
characters. 

REVIEW — (1)  Dictate  brief  forms  of  Units 
3  and  4.  (2)  Speed  Studies — To  promote 

facility  in  writing,  have  pupils  open  their 
Speed  Studies  to  Par.  18,  and  dictate  these 
combinations  to  them.  (3)  Dictate  Summary 
letter  of  yesterday. 
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PRESENTATION— 

fray*  Those  of  you  who  were  in  the  fray 

will  not  remain  here. 

frail  Would  you  like  a  wrap  for  the  frail 

lady  ? 

fret  Fretting  will  give  you  a  headache. 

Aame  Put  the  paper  over  the  flame, 

flask  Where  is  that  flash  coming  from? 

affairt  She  will  not  be  able  to  go  to  the  affair. 

*  Ft  and  fl  are  rounded  to  gire  fluency.  The  motion  ii 
jU8t  the  aame  aa  in  writing  a  part  of  the  longhand  Y. 

t  Example  of  Intervening  vowei.  Write  on  the  board  in 
shorthand  fear,  feel,  felt,  fair,  fail.  (Circle  vowel  is  outside 
angle.)  Have  pupils  read  and  practice. 

paper*  You  should  never  have  put  that  ad  in 

the  paper. 

*  Example  of  repeated  consonant.  Dictate  Par.  20,  Speed 
Studies,  and  have  pupils  copy  models  from  the  book. 

bear  I  will  not  bear  the  blame. 

Dictate  Par.  21,  Speed  Studies,  as  above,  for  facile  joinings. 
shape  The  brim  of  this  hat  is  not  in  good  shape. 

In  such  combinations  a  full  curve  produces  a  mure  facile 
joining.  Dictate  from  Par.  21,  Speed  Studies. 

fib  There  is  not  to  be  any  fibbing  here. 

Example  of  opposite  curves  not  given  in  Manual.  Dictate 
Par.  22  from  Speed  Studies  as  above. 

hack  When  will  the  paper  be  back  here? 

The  circle  here  is  slightly  flattened.  Dictate  similar  words 
Par.  23,  Speed  Studies. 

jail  Will  those  people  come  back  from  jail 

today? 

Similar  words  are  skrU,  ekill,  and  ieUy.  Where  iaft,  ekat. 
or  jar  are  joined  to  r  or  (,  the  circle  is  written  inside. 

ASSIGNMENT— 

First  Column  Second  column 

Page  1 — Brief  forms  3,  Pars.  34,  41-44,  five 
2,  1,  three  times, 

times. 

2 —  Words  3,  2,  Pars.  39,  40,  five  times, 

once.  Page  1 9 

twice. 

3 —  Sentences  in 
class,  three 
times. 

4 —  Letters  in 
class,  thrte 
times. 

Study  for  brief  form  test  on  Units  3  and  4 
tomorrow. 

SUMMARY — Letter,  to  be  dictated  at  25 
wtirds  a  minute. 

Dear  Sir: 

I  have  had  a  letter  from  Jack  Lee  and  I  think  I 
shall  be  able  to  get  the  paper  back  from  him.  At^o 
any  rate,  you  will  not  have  to  fret  any  more  about  it 
for  Mr.  Lee  will  bear  all  the  blame. 

Yours  truly,  (40) 


Fourth  Day 

AIM — (1)  To  test  knowledge  of  brief  forms 
of  Units  3  and  4.  (2)  To  overcome  particular 
difficulties  in  joinings.  (3)  To  give  dictation 
practice.  (4)  To  develop  transcription  ability. 


FACILITY  Di?/LL— Dictate  Pars.  15-23 
from  Speed  Studies.  Watch  posture  of  the 
pupil,  and  also  the  movement  of  the  pen. 

TEST — (1)  Forty  brief  forms  and  phrases 
of  Units  3  and  4.  (2)  Par.  10,  page  10,  Bisbee 
“Dictation  for  Beginners” — to  be  marked  for 
spelling  and  transcription  only. 

DICTATION — Dictate  for  oral  transcrip¬ 
tion  letters  11  and  12  from  Bisbee,  page  10. 

ASSIGNMENT— 

First  Column  Second  column 

Page  1 — Brief  forms  3.  Pars.  34,  41-44,  five 
2,  1,  three  times, 

times. 

2 —  Words  3,  2,  Pars.  39  and  40,  five 

once.  Page  19,  times. 

twice. 

3 —  Be  prepared  to 
read  Par.  45 
of  the  Manual 
at  the  rate  of 
80  words  a 
minute,  and 
write  short¬ 
hand  outlines 
twice. 

4 —  Write  from 
Speed  Studies, 

Pars.  18-23, 
three  times. 

Study  for  a  test  tomorrow  on  Units  4  and  3. 

Fifth  Day 

AIM — (1)  To  test  knowledge  of  Units  3 
and  4.  (2)  To  give  dictation  practice.  (3)  To 
develop  transcription  ability. 

READING — Have  pupils  read  from  Read¬ 
ing  and  Dictation  practice,  page  22  in  Manual, 
and  time  their  reading.  Then  dictate  to  them 
with  their  books  closed. 

TEST — (1)  30  words  and  10  brief  forms  of 
Units  3  and  4.  (2)  Letter  42,  page  9,  Wilson’s 
“Progressive  Dictation,”  to  be  marked  for 
spelling  and  transcription. 

DICTATION — Dictate  letters  43  and  44 
from  Wilson’s  “Progressive  Dictation,”  and 
have  them  read  back. 

ASSIGNMENT— 

Page  1 — Brief  forms  and  phrases  of  Units  4,  3,  2,  1, 
once. 

2 —  Words  of  Units  4,  3,  2,  1,  once. 

3 —  Par.  45,  twice. 

4 —  Letters  dictated  today,  twice. 


Sixth  Week 

Unit  / 

First  Day 

AIM — (1)  To  teach  the  use  of  joining  s 
before  and  after  p,  b,  r,  and  /;  and  after  t,  d, 
n,  tn,  and  o.  (2)  To  teach  the  method  of 
expressing  s. 
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REVIEW — (1)  Dictate  brief  forms  of 
Units  3  and  4.  (2)  Dictate  words  most  fre¬ 
quently  written  incorrectly  on  Friday’s  test. 
(3)  Dictate  following  review  letter: 

Dear  Sir: 

It  is  our  aim  to  help  people  before  it  is  too  late. 
You  should  have  our  good  machine.  This  is  the  great 
aid20  of  the  day.  Many  of  them  have  been  taken. 
Mr.  Black  is  very  happy  with  his.  It  is  our  desire 
to  leave'*®  one  with  you.  Here  is  our  plan.  If  you 
are  not  happy  to  have  it,  you  may  ship  it  back.  Is 
that  fair? 

Yours  very  truly,  (60) 

SUGGESTIONS— O)  Read  Par.  46,  page 
23  of  Manual,  before  presenting  letter  s.  (2) 
Show  that  both  left-j  {it  is,  dear  sir)  and 
right-5  (is,  his,  alone)  have  been  used  before. 

PRESENTATION— 

spare  Can  you  spare  the  money? 

sable  Most  people  like  her  sable  wrap. 

sleep  Get  as  much  fresh  air  as  you  can  when 

you  sleep. 

sales  Did  you  make  many  cash  sales  f 

series  Have  you  had  this  series  before? 

sips  She  sips  milk  after  each  meal. 

busy  Even  if  you  are  busy,  you  should  get 

eight  hours  sleep. 

tease  It  is  not  fair  to  tease  people. 

days  Be  here  in  ten  days  without  fail. 

niece  His  niece  will  not  go  to  the  affair. 

miss  Do  not  miss  the  chance  your  chief  is 

giving  you. 

SUPPLEMENTARY  SENTENCES— 

spell  She  cannot  spell  “spare.” 

pass  People  pass  here  one  by  one. 

space  She  did  not  have  space  for  her  sable 

wrap. 

base  This  will  form  the  base  of  the  sale. 

slip  You  should  never  slip  this  over  your 

head. 

salary  He  will  get  your  salary  from  your  sales. 

self  Self-prAise  is  not  a  great  help  to  one. 

dress  She  will  slip  her  sable  wrap  over  her 

dress. 

dance  You  will  not  miss  this  dance,  will  you? 

hence  Hence  this  should  be  here  before  ten  days. 

needs  He  needs  your  aid  in  making  sales,  for 

he  is  very  busy. 

ladies  The  ladies  will  get  busy  for  the  dance. 

NEW  BRIEF  FORMS— The  class  should 
be  shown  how  to  write  the  outlines  for  the 
following  brief  forms  which  are  in  the  home¬ 
work  assignment : 

under,  must,  some,  such,  first,  business,  cause, 
three,  think. 

Give  the  pupils  an  opportunity  to  practice 
these  brief  forms  by  dictating  each  one  several 
times. 

ASSIGNMENT— 

First  column 

Page  1 — Brief  forms  4, 

3,  2,  1,  once. 

2— Words  4,  3,  2, 

1,  once. 


3 —  Sentences  in  Par.  50,  through  crasry, 

class,  three  five  times. 

times. 

4 —  -Letters  in 
class,  three 
times. 

SUMMARV-Letter. 

Dear  Sir: 

I  am  too  busy  to  spare  the  time  and  money  to  get 
the  sable  wrap  for  my  niece,  but  if  you  have  any20 
sales  within  ten  days  maybe  I  can  get  it  for  her  in 
time  for  the  affairs  she  will  not  like  to  miss  this 
month.  If*o  you  do  have  any  sales  within  that  time, 
I  shall  be  most  happy  to  come  with  her  and  pick  the 
sable  wrap  she  would®®  like  to  have. 

Yours  truly,  (64) 

Second  Day 

AIM — (1)  To  teach  the  method  of  joining 
s  in  all  other  cases.  (2)  To  teach  the  plurals 
of  brief  forms  ending  in  s. 

REVIEW — (1)  Dictate  brief  forms  of 
Unit  4  and  of  Unit  5  assigned  for  today. 
(2)  Dictate  summary  letter  of  previous  day. 

SUGGESTIONS— (1)  Point  out  that  in¬ 
tersecting  vowels  do  not  affect  the  application 
of  the  “s”  rule;  as  seem,  knees,  etc.  (2)  Where 
s  is  joined  to  a  circle  vowel  without  a  con¬ 
necting  consonant,  the  right-j  is  used;  as,  as, 
has,  say,  etc.  (3)  The  right-j  is  used  before  t, 
d,  n,  and  m;  and  before  or  after  f,  v,  k,  g,  sh, 
ch,  and  ;.  (4)  It  is  a  good  plan  to  have  a 

pupil  trained  to  dictate  brief  forms  as  soon  as 
he  comes  into  the  room. 

PRESENTATION— 


seem 

You  seem  to  think  well  of  your  cause. 

staff 

This  business  staff  seems  to  be  very 
good. 

safe 

Such  a  business  is  a  safe  one. 

saves 

He  saves  money  from  his  salary. 

sash 

She  had  a  pretty  red  and  green  sash. 

sketches 

Are  the  sketches  safe  here? 

these 

These  sketches  must  be  put  some 
place. 

seek 

He  is  seeking  an  increase  in  salary. 

guess 

You  should  not  guess  in  business. 

say 

I  will  not  say  that  such  is  the  case. 

as 

As  I  was  the  first  one  here,  I  will  be 
the  one  to  stay. 

causes 

What  cause  or  causes  made  you  come 
here? 

businesses 

There  are  three  silk  businesses  in 
this  city. 

changes 

The  business  will  undergo  great 
changes. 

SUPPLEMENTARY  SENTENCES— 

same 

This  is  the  same  business  staff  is  it  not? 

seen 

At  first  it  was  not  seen  that  this  business 
would  have  to  undergo  such  changes. 

seat 

This  is  the  seat  of  all  business  in  this 
city. 

said 

She  said  that  these  are  the  same  sketches 
she  had  seen  before. 

scheme 

This  is  a  scheme  to  get  at  the  money  you 
have  saved. 

sake 

She  will  do  this  for  his  sake. 

Second  column 

5  through  thing,  seven 
times. 

Par.  49,  Art.  1,  five 
times. 
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ca^e  Such  a  case  will  not  be  easy  to  handle. 

see  You  must  see  that  there  are  three  causes 

for  this. 

easy  It  is  easy  to  see  that  such  is  the  case. 

sieve  The  iieople’s  money  must  not  be  put 

through  such  a  sieve. 

sift  Sift  the  grain,  so  that  we  may  bake  a 

cake  with  it. 

NFJV  BRIEF  FORMS—Show  the  class 
how  to  write  system,  public,  far,  work,  part, 
matter,  again,  against,  ahcays. 

ASSIGNMENT— 

First  column  Second  column 

Page  1 — Brief  forms  4,  5,  five  times. 

3,  2,  1,  once. 

2 —  Words  4,  3,  2,  Pars.  49,  50,  55,  five 

once.  times. 

3 —  Sentences  in 
class,  three 
times. 

4 —  Letters  in 
class,  three 


SUMMARY— Letter. 

Dear  Sir: 

The  papers  say  that  businesses  seem  to  be  under¬ 
going  changes.  What  do  you  think?  These  papers 
never^O  say  much  aliout  the  causes  and  seem  to  !« 
very  vague.  As  I  should  like  to  play  safe,  I  am 
seeking  your  aid  about*'^  my  silk  business.  Would 
you  say  that  I  should  remain  in  it? 

Yours  truly,  (53) 

Third  Day 

AIM — (1)  To  teach  the  method  of  joining 
s  lietween  strokes.  (2)  To  teach  the  method 
of  expressing  the  sound  “ses."  (3)  To  teach 
the  method  of  expressing  the  suffix  -thing. 

REVIEW — (1)  Dictate  brief  forms  of 
Units  4  and  5.  (2)  Dictate  summary  letter  of 
previous  day. 

PRESENTATION— 

guest  Did  your  guest  publish  this  piece  of 

work? 

accede  Will  your  guest  accede  to  what  you 

say? 

risk  Is  this  system  a  safe  riskf 

mask  This  mask  is  a  part  of  our  business. 

mason  He  gets  the  salary  of  a  mason, 

desk  His  work  is  always  all  over  the  desk, 

chest  The  sketches  are  safe  in  the  chest, 

visit  When  will  your  guest  visit  you  again? 

ransack  Will  she  ransack  the  desk  against  my 

will? 

cases  Do  you  have  any  cases  against  the 

public? 

census  The  census  taker  will  not  favor  the 

matter. 

analysis  An  analysis  of  this  business  must  Ije 

made  today. 

anything  Is  anything  safe  here? 

something  Something  must  1*  causing  the 

changes  in  business. 

everything  She  gets  everything  she  desires. 


SUPPLEMENTARY  SENTENCES— 

cast  He  was  cast  from  public  favor  by  this 

deed. 

taste  The  guest  liked  his  taste  in  desks. 

task  It  was  a  great  task,  but  it  was  one  which 

won  him  public  favor. 

mist  The  mist  made  it  a  great  risk  to  visit  the 

Iwach. 

grasp  You  can  grasp  the  causes  for  Mr.  Crane’s 

part  in  the  matter  against  you. 
vast  It  is  not  easy  to  grasp  the  meaning  of 

such  a  vast  thing. 

least  At  least  you  can  go  first,  and  see  if  they 

will  accede  to  our  desires. 

pressed  She  was  pressed  for  time  and  therefore 
did  not  finish  the  task  as  it  should 
have  l)een  taken  care  of. 

raised  They  raised  this  matter  against  the  public 

system. 

masses  The  great  masses  of  people  are  against 
this. 

ceases  It  ceases  to  l)e  a  matter  of  public  favor. 

traces  There  are  some  traces  of  the  heavy  mist. 

basis  This  business  has  always  been  on  a  giKnl 

basis. 

ASSIGNMENT— 

First  column 

Page  1 — Brief  forms  4, 

3,  2,  1,  once. 

2 —  Words  3,  4, 
once.  Par.  50, 
twice. 

3 —  Sentences  in 
class,  three 
times. 

4 —  letters  in 
class,  three 
times. 

Study  for  brief  form 
test  tomorrow. 

SUMMARY— Letter. 

Dear  Sir: 

Must  I  always  accede  to  the  desires  of  your  guests? 

I  should  like  to  visit  your  place  if  it  is  not  too-'^ 
great  a  risk,  that  is,  if  I  could  put  my  two  cases  of 
sketches  in  a  desk  that  one  would  not  ransack. 
Would«>  everything  be  safe? 

I  should  like  to  hear  from  you  about  it. 

Yours  truly,  (52) 

Fourth  Day 

AIM — (1)  To  test  knowledge  of  brief  forms 
of  Units  4  and  5.  (2)  To  give  dictation  prac¬ 
tice.  (3)  To  develop  transcription  ability. 
(4)  To  overcome  particular  difficulties  of  Unit 
5  in  preparation  for  tomorrow’s  test. 

REVIEW — (1)  Dictate  words  of  Unit  5. 
(2)  Dictate  Summary  letter  of  preceding  day. 

TEST  MATERIAL — (See  Introduction  for 
marking.)  (1)  Dictate  30  brief  forms  and 
phrases  of  Unit  5,  10  of  Unit  4.  (2)  Dictate 
from  “Word  and  Sentence  Drills,”  page  19, 
brief  form  sentences  1  through  5. 

DICTATION  AND  ORAL  TRANSCRIP¬ 
TION — Dictate  letters  50,  51,  53,  page  12. 
“Progressive  Dictation,”  by  Wilson. 


Second  column 

5  (including  Par.  55), 
five  times. 

Par.  51,  52,  54,  five 
times. 
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ASSIGNMENT —  SUGGESTION — To  enlarge  the  vocabulary 


First  column  Second  column 

Page  1 — Brief  forms  4  5,  including  Par.  55, 

through  1,  once  five  times. 

2—  Words  Units  Pars.  49.  50,  51,  52.  54. 

3,  4,  once.  three  times. 

3 —  Be  prepared  to 
read  Par.  56  at 
80  words  a 
minute,  and 
write  short¬ 
hand  outlines 
twice. 

4 —  Speed  Studies 
Pars.  24,  25, 

30,  five  times. 

Fifth  Day 

AIM — (1)  To  test  knowledge  of  Unit  5. 
(2)  To  give  dictation  practice.  (3)  To  de¬ 
velop  transcription  ability. 

FACILITY  DRILL — Dictate  material  as¬ 
signed  in  Speed  Studies. 

TEST  MATERIAL— (\)F\ve  brief  forms, 
35  words  of  Unit  5.  (See  Suggestion  below.) 
(2)  Dictate  from  “Dictation  for  Beginners,” 
page  14,  letter  9. 

DICTATION  AND  TRANSCRIPTION 
PRACTICE — Dictate  letters  5,  6,  7,  8,  page 
13,  from  Bisbee’s  “Dictation  for  Beginners,” 
at  25  words  a  minute,  and  transcribe  orally. 

SUGGESTION — The  brief  forms  used  in 
today’s  test  ‘hould  be  those  most  students 
wrote  incorrectly  on  yesterday’s  brief  form 
test. 

ASSIGNMENT— 

Page  1 — Brief  forms  Units  5  through  1,  once. 

2 — Words  Units  5  through  1,  once. 

3  -Par.  56,  twice. 

4 — Class  dictation,  twice. 


Seventh  Week 
Unit  6 
First  Day 

AIM — (1)  To  teach  the  method  of  express¬ 
ing  X  and  the  plural  xes.  (2)  To  teach  the 
method  of  expressing  the  suffix  shun  (tion, 
sion). 

REVIEW — (1)  Dictate  words  and  brief 
forms  most  fretiuently  written  incorrectly  on 
Friday’s  test.  (2)  Dictate  following  review- 
letter  : 

Dear  Sir : 

These  fees  will  be  taken  at  today’s  meeting.  1 
should  not  miss  it  if  I  were  you.  It  would  seem  as 
if20  you  were  afraid  to  face  the  people  there  if  you 
did  not  go.  If  you  like  I  will  come  for  you  so  that 
you  will  not40  miss  the  first  part.  Shall  I  ship  your 
part  of  the  work  before  we  go  there? 

Yours  very  truly,  (56) 


of  the  student  we  think  it  is  advisable 
to  teach  the  days  of  the  week  even  before 
they  appear  in  the  Manual.  We  are  therefore 
mentioning  a  different  day  in  each  summary 
letter. 

PRESENTATION — (1)  Expression  of  x 
and  xes: 

mix  You  seem  to  mix  well  with  your  public. 

fix  Fix  the  chest  first;  then  you  may  go. 

tax  Will  I  always  have  to  pay  that  tax? 

mixes  She  mixes  well  with  all  the  people  she 

meets. 

fixes  As  a  favor  to  me  he  fixes  anything  and 

everything  that  needs  fixing. 
taxes  Have  you  made  an  analysis  of  any  part 

of  the  taxes t 

(2)  Expression  of  shun: 

mention  I  mention  this  as  a  matter  of  good 

taste. 

nation  The  nation  needs  all  the  taxes  it  can 

raise. 

mission  I  cannot  grasp  the  meaning  of  the 

mission  you  are  planning. 
diction  I  think  your  diction  is  very  good. 

fashion  Do  you  like  the  fashion  of  today? 

action  When  will  the  public  take  action  against 

these  businesses? 

affection  I  have  a  great  affection  for  my  work. 

session  Are  you  planning  to  plead  the  matter 

again  at  the  first  session f 

evasion  Your  plan  is  an  evasion  of  the  matter. 

section  In  what  section  of  the  meeting  will  you 

be  sitting? 

SUPPLEMENTARY  SENTENCES— 

lax  They  seem  to  be  lax  in  getting  the  taxes. 

vex  The  census  changes  will  vex  her. 

flax  She  will  spin  the  flax  into  thread. 

six  Six  nations  will  lie  at  the  session. 

affixes  He  affixes  his  name  for  his  nation. 

faction  Each  faction  vexes  the  other. 
vision  He  had  vision  and  therefore  was  good  in 

business. 

ASSIGNMENT— 

First  column  Second  column 

Page  1 — Brief  forms  Unit  6  through  big. 

Units  5-1,  five  times, 

once. 

2 —  VV’ords  Units  5-  Par.  62  through  for 

1,  once.  yon,  five  times. 

3 —  Sentences  in  Pars.  57,  58,  five  times, 

class,  three 

times. 

4 —  Letters  in 
class,  three 
times. 

SUMMARY— Letter. 

Dear  Sir: 

Did  you  go  to  the  meeting  of  the  “Nation”  Monday? 
An  analysis  of  the  taxes  was  made  but  thereto  was 
little  action  taken  and  there  was  much  evasion.  Some 
of  the  matter  was  left  for  the  coming  session.  I4i> 
mention  this  to  you  Ijecause  of  your  great  affection  for 
the  cause  and  because  I  like  the  fashion  in  which  you 
go60  after  a  task. 


! 
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Will  you  be  at  the  coming  meeting?  I  shall  be 
sitting  in  the  first  section. 

Yours  truly,  (80) 

Second  Day 

AIM — To  teach  the  method  of  expressing 
the  past  tense  after  abbreviated  words,  after 
r,  and  in  all  other  cases. 

REVIEW — (1)  Dictate  brief  forms  of 
Unit  5  and  those  of  Unit  6  assigned  for  today. 
(2)  Dictate  the  following  review  letter; 

Dear  Madam: 

I  should  like  to  change  the  time  for  our  trip.  1 
think  another  time  will  be  much  more  to  my  liking. 
Can20  you  fix  it  so  that  we  may  pass  some  time  at 
the  Lake?  Do  you  think  we  can  reach  there  in  four 
hours?  I  should  like  to«>  visit  my  neighbor  there. 
I  fear  she  is  ill. 

Yours  truly,  (49) 

SUGGESTIONS— {\)  As  a  help  to  those 
pupils  who  find  difficulty  in  knowing  when  to 
use  t  and  when  to  use  d  in  expressing  the 
past  tense,  we  suggest  the  following  aid : 

T  after  D  after 

k,  s,  X,  p,  ch,  sh  g,  z,  b,  j 

T  is  used  after  a  short  stroke,  d  is  used  after 
a  long  one  and  s.  (2)  Call  the  attention  of 
the  class  to  the  note  at  the  bottom  of  page  30 
before  assigning  the  brief  forms. 

PRESENTATION- 


ASSIGNMENT— 

First  column  Second  column 

Page  1 — Brief  forms  S-  6,  five  times.  Par.  62, 

1,  once.  five  times. 

2 —  Words  Units  5-  Pars.  57,  58,  59,  five 

1,  once.  times. 

3 —  Sentences  in 
class,  three 
times. 

4 —  Letters  in 
class,  three 
times. 

SUMMARY— Letter. 

Dear  Sir: 

Your  letter  almut  the  ailing  woman  reached  me  this 
morning.  I  remcml)er  that  you  mentioned  the  matter20 
to  me  Tuesday  and  even  at  that  time  you  feared  a 
relapse. 

I  visited  her  this  morning  and  will  see  her*0  again 
Monday.  She  praised  your  work  and  said  that  she 
liked  you  very  much.  She  feels,  with  me,  that  you 
are  a  very  great*o  doctor. 

Yours  very  truly,  (64) 

Third  Day 

AIM — To  teach  the  use  of  brief  forms  as 
prefixes  or  as  a  part  of  another  word. 

REVIEW — (1)  Dictate  brief  forms  of 
Units  5  and  6.  (2)  Dictate  following  review 

letter : 

Dear  Sir: 

All  of  your  morning  business  must  be  handed  in  • 
by  the  next  morning  after  you  get  it.  Under  this 
system20  all  forms  of  work  will  be  finished  before 
the  next  day  and  nothing  will  be  left  over.  Any  other 
sales  you*o  may  make  will  be  taken  at  that  time  too. 

Very  truly  yours,  (51) 


changed  She  changed  her  thesis  as  a  favor  to  me. 

timed  He  timed  his  scheme  at  the  first  chance. 

liked  She  liked  the  part  she  had  to  play. 

willed  Nothing  was  willed  to  her. 

passed  Nothing  passed  between  them. 

traced  She  traced  all  her  work. 

fixed  He  fixed  the  chest  this  morning. 

checked  Have  you  checked  the  matter  of  the 

taxes  for  me? 

reached  A  letter  reached  me  this  morning  also. 

shaped  The  desk  was  shaped  in  good  taste. 

praised  He  praised  the  letter  in  her  presence. 

mentioned  Nothing  was  mentioned  about  the 

present.  ' 

visited  I  visited  the  woman  at  least  once  a  day 

feared  She  feared  the  changes  time  would 

make  in  her. 


SUPPLEMENTARY  SENTENCES— 

glared 
labored 
raced 

risked 

skipped 
favored 
published 

formed 


They  glared  at  one  another. 

The  woman  labored  all  morning. 

They  raced  there  to  tell  them  of  the 
letter. 

She  risked  nothing  and  also  got  noth¬ 
ing. 

Nothing  is  to  be  shipped  for  the  present. 

His  nation  favored  this  faction. 

He  published  a  list  of  their  evasions  in 
paying  their  taxes. 

These  formed  an  affection  between 
them. 


PRESENTATION— 


almost  She  checked  almost  all  of  the  work. 

income  Her  income  will  be  the  same  as  his. 

increase  She  will  get  an  increase  in  salary  soon. 

instead  Instead  of  playing  she  visited  the  sick 

woman. 

ago  I  gave  her  the  present  three  days  ago. 

inform  Will  you  inform  her  at  least  of  my 

name. 

begin  I  shall  remain  still  until  you  tell  me  to 

begin. 

began  She  began  the  work  without  informing 

me. 

handle  Who  got  the  handle  for  you? 

forgot  The  woman  forgot  to  give  me  her  name. 

forgive  When  she  has  time  to  think  alxuit  it 

she  will  forgive  you. 

formal  She  is  very  formal  in  her  teaching. 

anyone  Almost  anyone  who  l>egs  can  get  money 

from  her. 

overwork  I  still  think  it  was  overwork  that  made 
her  sick. 

undergo  Did  you  undergo  much  pain  when  you 

were  ill? 


.SUPPLEMENTARY  SENTENCES— 

invade  They  will  invade  the  session  so  that 

action  will  be  taken  about  the  taxes. 
beneath  I  will  place  my  name  beneath  hers. 

betray  You  must  never  betray  your  nation. 
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foretell 

foresee 

forecast 

overtime 

overcharge 

overhear 

undersell 

undertake 

underpay 


The  woman  will  foretell  the  presence 
of  the  letter. 

Can  you  foresee  trouble  between  the 
nations  ? 

The  business  forecast  is  a  good  one. 

They  all  worked  overtime. 

Did  the  woman  overcharge  you? 

Can  you  overhear  his  name? 

This  place  will  undersell  any  other  in 
the  city. 

I  will  not  undertake  this  mission. 

She  labored  so  that  they  might  not 
underpay  her. 


ASSIGNMENT— 
First  column 
Page  1 — Brief  forms  5- 
1,  once. 

2 —  Words  5-1, 
once.  Pars,  57, 
58,  twice. 

3 —  Sentences  in 
class,  three 
times. 

4 —  Letters  in 
class,  three 
times. 


Second  column 
Pars.  60,  62,  five  times. 

Pars.  59,  61,  five  time.s. 


DICTATION  AND  ORAL  TRANSCRIP¬ 
TION — Dictate  letters  58,  59,  and  60,  page  14, 
“Progressive  Dictation.” 


ASSIGNMENT— 

First  column 

Page  1 — Brief  ferms  5- 
1,  once 

2 —  Words  5-1, 
Pars.  57,  58. 
twice. 

3 —  Be  prepared  to 
read  Par.  63, 
page  32,  at  80 
words  a 
minute,  and 
write  shorthand 
outlines  twice. 

4 —  Speed  Studies, 
Pars.  31,32,33, 
34,  three  times. 


Second  column 
Pars.  60,  62,  five  times. 

Pars.  59,  61,  five  times. 


.Study  Units  5  and  6  for  word  test  tomorrow. 


Fifth  Day 


SUMMARY— Letter. 

Dear  Sir: 

Will  you  inform  me  if  I  may  begin  working  for 
you  soon?  My  income  at  the  present  time  is*®  under¬ 
going  a  great  change  and  I  am  in  need  of  money. 
I  can  handle  almost  anything  and  I  am  not  in  any*® 
fear  of  overwork. 

Instead  of  asking  for  the  salary  I  should  like,  I 
shall  leave  it  to  you. 

May  I  hear®®  from  you  by  Wednesday? 

Yours  truly,  (66) 

Fourth  Day 

AIM — (1)  To  test  the  knowledge  of  brief 
forms  of  Units  5  and  6.  (2)  To  give  dictation 
practice.  (3)  To  develop  transcription  ability. 
(4)  To  overcome  any  particular  difficulties  of 
Unit  6  in  preparation  for  tomorrow’s  test. 

REVIEW — (1)  Dictate  words  of  Unit  6 
assigned  for  today.  (2)  Dictate  summary 
letter  of  preceding  day. 

TEST  MATERIAL — (See  Introduction  for 
marking.)  (1)  Twenty-five  brief  forms  and 
phrases  of  Unit  6,  fifteen  of  Unit  5.  (2)  Letter 
8,  page  18,  Bisbee’s  “Dictation  for  Beginners.” 


AIM — (1)  To  test  knowledge  of  Unit  6. 
(2)  To  give  dictation  practice.  (3)  To  de¬ 
velop  transcription  ability.  (4)  To  develop 
ease  in  writing. 

FACILITY  DRILL — Dictate  material  as¬ 
signed  in  Speed  Studies. 

TEST  MATERIAL — ( See  Introduction  for 
marking.)  (1)  Five  brief  forms,  35  words, 
Unit  6.  (2)  Letter  10,  page  18,  “Dictation 

for  Beginners,”  Bisbee,  dictated  at  25  words 
a  minute. 

DICTATION  PRACTICE— Dictate  “Writ¬ 
ing  Practice,”  page  33,  Manual.  Check  out¬ 
lines  for  legibility  and  correctness  of  theory. 
As  a  variation,  we  are  suggesting  board  work 
for  the  Writing  Practice  which  comes  only 
once  in  three  weeks. 

ASSIGNMENT— 

Page  1 — Brief  forms  6-1,  twice. 

2 —  -Words  6-1,  once. 

3 —  Writing  Practice,  page  33,  twice. 

4 —  Dictation  Practice,  page  32,  twice. 


{To  be  continued  next  mouth) 


Latin- American  Good  Will  Luncheon  Report 

(Concluded  from  page  26) 


and  made  permanent  through  the  ties  of  un¬ 
derstanding,  cooperation,  and  friendship  cre¬ 
ated  through  commercial  and  industrial  con¬ 
tacts  ...  I  am  sure  that  as  time  goes  on 
the  firm  links  of  friendship  between  the  citi¬ 
zens  of  the  Latin  and  South  American  sister- 


republics  will  be  strengthened  to  a  point  where 
we  will  all  walk  hand  in  hand  along  the  road 
of  progress  and  prosperity.” 

A  full  report  of  the  proceedings  is  given 
in  the  May- July  issue  of  El  Taquigrajo  Gregg, 
the  Spanish  stenographers’  magazine. 


O.  G.  A.  TEST  COPY 
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Thia  material  is  counted  at  a  uniform  syllable  intensity  of  1.40.  That  is,  1.40 
syllables  are  understood  to  constitute  one  word.  Elach  section  of  20  “words”  actually 

consists  of  28  syllables. 


T he  Red  Demon  of  the  Forest 

From  tht  New  York  "Herald  Tribune" 

Buried  deep  in  the  woods  not  far  from  the 
New  York-Connecticut-Massachusetts  tri-state 
marker  lies  Bingham  Pond,'**  a  little  upland 
pool  in  what  formerly  was  one  of  the  wildest 
regions  for  many  miles  around.  It  is  a*“  small 
pond,  bordered  with  cranberry  bogs  and  large 
stands  of  red  spruce  and  hemlocks.  The  sur¬ 
rounding  forest  was  filled  with  clumps®®  of 
mountain  laurel  and  was  the  breeding  grounds 
of  many  species  of  game. 

On  a  certain  warm  sunshiny  day  last®®  spring 
the  placid  waters  of  the  pond  reflected  the 
blue  of  the  sky.  Not  a  breath  of  air  was 
stirring ;  then  the  deep'®®  silence  was  broken 
by  a  rustling  sound  among  the  trees  and  a 
big  doe  deer  stepped  out  and  walked  down  to 
the  water’s'^®  edge  to  drink.  She  had  come 
far,  for  the  spring  brooks  were  completely 
dried  up.  Having  quenched  her  thirst  she 
raised  her  head  and  stared'*®  intently  at  the 
western  sky  where  a  heavy  gray  haze  hung 
over  the  mountain  tops.  Then  she  turned  and 
vanished  into'®®  the  woods  as  the  waters  of 
the  pond  were  rippled  by  a  light  westerly 
breeze. 

The  gray  haze  rose  higher  and'®®  higher  until 
presently  it  veiled  the  entire  sky  and  through 
it  the  sun  shone  a  sickly  greenish-yellow.  A 
line  of*®®  red  appeared  along  the  summit  of 
the  ridge  to  the  west,  the  wind  arose  and  a 
great  billowy  cloud  of  black  and*^®  white 
smoke  was  hurled  down  into  the  forest  as, 
roaring  on  the  wind,  the  red  devil  of  fire  came 
racing  down  the**®  mountainside,  blazing  sav¬ 
agely  through  the  parched  laurel  and  stands 
of  evergreen.  In  a  few  minutes  the  entire 
valley*®®  was  ablaze  and  the  wild  life,  awaking 
to  its  doom,  dashed  panic-stricken  here  and 
there  until  bewildered  by  the^®®  roar  of  the 
approaching  flames,  deer,  rabbits,  and  grouse 
hurled  themselves  madly  into  the  blazing 
inferno. 

By  the®®®  following  morning  all  was  over 
and  a  rising  sun  disclosed  a  still  smoldering 
ruin. 

We  do  not  know  the®^®  origin  of  last  year’s 
tri-state  fire,  but  we  do  know  that  it  burned 
over  many  acres  of  some  of  the  best  timber®*® 
and  that  large  numbers  of  small  and  large 
game  perished  in  the  flames. 

Few  sportsmen  have  witnessed  a  real  forest 
fire  with  all®*®  its  horror,  and  not  all  are  as 
careful  in  the  woods  as  they  should  be.  Many 
fires  are  directly  traced  to  lighted®*®  cigar  and 


cigarette  butts  carelessly  thrown  from  auto¬ 
mobile  windows.  Sportsmen  and  nature  lovers, 
as  well  as*®®  landowners,  are  the  losers  when 
a  forest  fire  sweeps  an  extensive  stretch  of 
woodland.  An  unextinguished  or*®®  over¬ 
large  campfire,  a  carelessly  discarded  match  or 
cigarette  may  start  a  fire.  Most  forest  fires 
can  be  prevented.**®  Be  careful  always.  (444) 

(T*m  article  may  be  read  by  any  ttudent  teko  has  completed 
the  eiohth  letson  o1  the  Manual.) 

Chapter  One 

Ned:  I  desire  an  egg  crate,  a  griddle,  and 
a  granite  kettle  with  a  tin  lid. 

Take  them  to  the  lake  without  delay®®  and 
I  will  meet  you  there.  I  will  not  be  late. 
Yours  truly, 

Dear  Sir:  You  desire  to  go  to  the  great 
game.  More,  you*®  are  eager  to  go. 

Our  Eagle  team  is  good.  Harry  and  Ned 
will  lead  the  attack  and  aid  in  wrecking  the 
Crane  clan.*®  They  are  keen.  They  get  in 
the  thick  of  it  with  glee.  Harry  can  be  grim, 
and  glare  in  wrath.  But  he  can  be  calm  too. 
Ned*^  will  not  lag  in  the  game.  His  head 
and  his  kicking  will  be  a  great  aid.  Our  team 
will  be  clad  in  red  and  green.  The  Crane'®® 
team  will  be  in  gray.  Our  dream  is  to  gain 
this  game.  That  will  be  a  good  deed.  Yours 
truly. 

Dear  Sir  :  You  will  desire  a'®®  ticket  to  this 
league  game.  You  may  need  two.  The  limit 
is  eight.  I  can  get  them  this  day  at  a  good 
rate.  You  may  be'*®  too  late  to  get  them  at 
the  main  gate.  And  you  would  hate  to  be  in 
the  rear  of  the  Arena. 

It  will  be  a  gala'*®  day.  Take  your  camera. 
Deck  your  cane  in  red  and  green.  Get  your 
ticket  ready.  Hit  the  trail  to  the  great  game. 
Yours'*®  truly, 

Allen :  I  may  go  to  the  lake  by  rail.  I  was 
to  greet  Helen  there,  but  it  was  too  rainy  and 
dreary.®®®  I  am  going  without  her.  A  dark, 
gray  day  at  the  lake  will  not  be  good.  It  will 
make  me  dreamy.  Be  ready®'®®  to  go  with  me. 
Harry  (224) 

Chapter  Two 

Dear  Madam :  Saturday  a  woman  came  here 
for  work.  Because  I  am  overworked  with 
taxes  and  the  census,  I®®  let  her  stay.  But  she 
cannot  handle  papers  well.  Instead  of  study- 
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iiig  the  income  tax,  she  is  always  thinking*® 
about  fashions.  She  also  forgot  to  check  in 
this  morning.  I  think  I  shall  release  her  soon. 

I  should  like  to  hear®®  more  about  Frances 
Pepper.  Tell  me  about  her  work.  Can  she 
meet  the  public?  What  salary  shall  I  have 
to  pay®®  her  at  present?  I  shall  not  take  any 
action  until  I  hear  from  you.  Yours  truly, 

Dear  Sir :  Your  letter  came  this*®®  morning. 
Frances  will  come  in  to  see  you.  She  is  willing 
to  begin  work  today.  The  matter  of  salary 
need*^®  not  be  mentioned  until  you  have  seen 
her  work.  You  will  like  her.  Yours  truly, 

Dear  Sir:  I  should  like  to  sell  your  goods 
in**®  this  part  of  the  country,  if  you  can  pay 
me  a  salary  after  you  have  seen  that  my  sales 
are  steady  and  good.*®®  I  shall  stay  here  in 
the  city  where  I  think  there  will  be  more 
business,  and  shall  stick  to  selling  your  silks, 
ladies’  dresses,**®  and  hats.  It  is  safe  to  say 
that  this  season  will  be  a  busy  one,  for  there 
has  been  a  craze  for  your  dresses,*®®  and  the 
people  here  feel  that  they  can  save  money  by 
getting  them  from  me. 

I  shall  go  over  the  matter  again**®  with  you 
at  your  place  of  business  if  you  desire,  but  I 
must  have  something  to  sell  this  season  and 
think  your  goods  will**®  have  the  most  favor 
here.  My  system  this  time,  as  always,  has 
been  to  get  the  business  first,  and  then  there 
is  not  much*®®  chance  of  failing. 

May  I  hear  from  you  again  before  I  have 
to  go  to  other  places  to  get  my  goods?  Yours 
truly,  (280) 


Chapter  Three 

Dear  Madam:  I  received  your  letter  the 
other  day  and  I  am  glad  to  hear  that  you  are 
to  have  a  trip  abroad.*®  It  will  be  great  to 
study  free-hand  drawing  and  clay  modeling  in 
France. 

I  know  you  must  be  very  happy.  You*®  for¬ 
got  to  tell  me  the  name  of  the  ship  on  which 
you  will  sail,  and  the  date  and  hour  of  sailing. 
As  it  is,  I  cannot®®  be  at  the  pier  as  you  desire. 
I  know  several  people  in  Paris.  May  I  have 
General  Ball  and  some*®  others  I  know  call 
on  you  ? 

As  for  me,  at  present  I  am  going  about  the 
state  in  my  auto  taking  orders  _®®  for  a  paper. 
The  paper  sells  well,  for  it  gives  the  ladies 
what  they  like — stories  of  the  screen  and  stage, 
late  Paris**®  fashions,  and  many  recipes  for 
good  meals. 

I  should  like  to  take  a  course  in  sewing  at 
the  City  College.**®  With  my  present  income 
that  will  soon  be  possible.  I  have  talked  with 
Dean  Jones. 

I  must  close.  Let  me  hear  from  you  soon.*®® 
Yours  truly. 

Dear  Sir:  Your  letter  in  r^ard  to  the  book 
you  are  preparing  was  received  yesterday.  Be¬ 
fore  I**®  can  give  you  my  opinion  on  this  sub¬ 
ject,  you  must  tell  me  something  about  it. 
Yours  truly. 


Mr.  Harmon :  I*®®  have  received  the  work 
of  art  that  you  desired  and  have  it  here  in  the 
store.  There  is  a  little  scratch  on  the  arch, 
but**®  it  will  not  mar  the  piece  as  a  whole. 
When  you  see  it,  I  shall  share  with  you  a  secret 
about  its  former  owners.**®  Yours  truly. 

Dear  Sir:  If  you  sell  these  goods  as  low 
as  possible,  you  will  be  able  to  sell  as  many 
as  the*®®  others  sell.  This  cloth  is  as  good  as 
you  can  get  to  sell  for  what  people  are  willing 
to  pay.  I  am  hoping  that**®  you  will  be  ready 
to  place  another  order  soon.  Yours  very  truly. 

Dear  Doctor :  I  have  received  your  letter.*®® 
Although  you  gave  both  the  name  and  the 
state  of  health,  the  date  of  birth  is  not  given. 
Yours  very  truly,  (318) 

Completing  Transcript 
of  a  Letter 

My  dear  Sir : 

I  came  to  you  (when)  I  needed  money. 
The  (truth)  is  that  the  (lack)  of  it  at  that 
time  (meant)  that  my  mill*®  would  be 
(wrecked).  I  was  in  (debt)  to  those  greedy 
men  that  I  had  (dealt)  with,  and  they  were 
going  to  take  my  (grain).  To  what*®  man  in 
(all)  the  country  could  I  go?  I  was  not 
(aware)  that  you  would  aid  me.  But  you 
were  ready  to  get  me  all®®  the  money  I 
(needed)  at  the  minimum  rate. 

Your  good  deed  on  that  day  will  (remain) 
in  my  memory.  I  desire*®  to  aid  you.  My 
mill  is  the  leading  (grain)  mill  in  the  country. 
I  would  like  to  take  you  (into)  it  this  month. 
Could'®®  you  (come)  with  me? 

Yours  truly,  (105) 

Masters  of  Arts 

From  '‘OiUsges  and  Kinis” 

By  0.  Henry 

(Copyright,  1903,  by  Doubleday,  Doran  Sr 
Company,  Inc.) 

Reprinted  in  Shorthand  by  permission  of  the  publishers 

A  two-inch  stub  of  a  blue  pencil  was  the 
wand  with  which  Keogh  performed  the  pre¬ 
liminary  acts  of  his  magic.*®  So,  with  this 
he  covered  paper  with  diagrams  and  figures 
while  he  waited  for  the  United  States  of 
America*®  to  send  down  to  Coralio  a  successor 
to  Atwood,  resigned. 

The  new  scheme  that  his  mind  had  con¬ 
ceived,®®  his  stout  heart  indorsed,  and  his  blue 
pencil  corroborated,  was  laid  around  the 
characteristics  and  human*®  frailties  of  the 
new  president  of  Anchuria.  These  charac¬ 
teristics,  and  the  situation  out  of  which*®® 
Keogh  hoped  to  wrest  a  golden  tribute,  de¬ 
serve  chronicling  contributive  to  the  clear 
order  of  events. 

President**®  Losada — many  called  him  Dic¬ 
tator — was  a  man  whose  genius  would  have 
made  him  conspicuous  even**®  among  Anglo- 
Saxons,  had  not  that  genius  been  intermixed 
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with  other  traits  that  were  petty  and  subver¬ 
sive.  He*®^  had  some  of  the  lofty  patriotism 
of  Washington  (the  man  he  most  admired), 
the  force  of  Napoleon,  and‘“®  much  of  the  wis¬ 
dom  of  the  sages.  These  characteristics  might 
have  justified  him  in  the  assumption  of  the-®® 
title  of  “The  Illustrious  Liberator,”  had  they 
not  been  accompanied  by  a  stupendous  and 
amazing^^®  vanity  that  kept  him  in  the  less 
worthy  ranks  of  the  dictators. 

Yet  he  did  his  country  great  service. 
With^*°  a  mighty  grasp  he  shook  it  nearly 
free  from  the  shackles  of  ignorance  and  sloth 
and  the  vermin  that  fed  upon'-®®  it,  and  all  but 
made  it  a  power  in  the  council  of  nations. 
He  established  schools  and  hospitals,  built 
roads,  bridges,^®®  railroads,  and  palaces,  and 
bestowed  generous  subsidies  on  the  arts  and 
sciences.  He  was  the  absolute'*®®  despot  and 
the  idol  of  his  people.  The  wealth  of  the 
country  poured  into  his  hands.  Other  presi¬ 
dents  had®^  been  rapacious  without  reason. 

1  .osada  amassed  enormous  wealth,  but  his 
people  had  their  share  of  the  benefits.®*® 

The  joint  in  his  armor  was  his  insatiate 
passion  for  monuments  and  tokens  commem¬ 
orating  his®*®  glory.  In  every  town  he  caused 
to  be  erected  statues  of  himself  bearing 
legends  in  praise  of  his  greatness.**®  In  the 
walls  of  every  public  edifice,  tablets  were  fixed 
reciting  his  splendor  and  the  gratitude*®®  of  his 
subjects.  His  statuettes  and  portraits  were 
scattered  throughout  the  land  in  every  house 
and  hut.  One  of  the*®®  sycophants  in  his 
court  painted  him  as  St.  John,  with  a  halo  and 
a  train  of  attendants  in  full  uniform.**®  Losada 
saw  nothing  incongruous  in  this  picture,  and 
had  it  hung  in  a  church  in  the  Capital.  He 
ordered**®  from  a  French  sculptor  a  marble 
group  including  himself  with  Napoleon,  Alex¬ 
ander  the  Great,  and  one**®  or  two  others 
whom  he  deemed  worthy  of  the  honor. 

He  ransacked  Europe  for  decorations,  em¬ 
ploying  policy,*®®  money,  and  intrigue  to  cajole 
the  orders  he  coveted  from  kings  and  rulers. 
On  state  occasions  his  breast*®*  was  covered 
from  shoulder  to  shoulder  with  crosses,  stars, 
golden  roses,  medals,  and  ribbons.  It  was  said 
that  the  man**®  who  could  contrive  for  him 
a  new  decoration,  or  invent  some  new  method 
of  extolling  his  greatness,  might  plunge®*®  a 
hand  deep  into  the  treasury, 

Tl.is  was  the  man  upon  whom  Billy  Keogh 
had  his  eye.  The  gentle  buccaneer®*®  had 
observed  the  rain  of  favors  that  fell  upon 
those  who  ministered  to  the  president’s  vani¬ 
ties,  and  he**®  did  not  deem  it  his  duty  to  hoist 
his  umbrella  against  the  scattering  drops  of 
liquid  fortune. 

In  a  few*®*  weeks  the  new  consul  arrived, 
releasing  Keogh  from  his  temporary  duties. 
He  was  a  young  man  fresh  from  college,**® 
who  lived  for  botany  alone.  The  consulate  at 
Coralio  gave  him  the  opportunity  to  study**® 
tropical  flora.  He  wore  smoked  glasses,  and 
carried  a  green  umbrella.  Keogh  gazed  on 
him  sadly,  but  without**®  rancour,  and  began 
to  pack  his  gripsack.  For  his  new  plot  against 
stagnation  along  the  Spanish  Main  required 
of®*®  him  a  voyage  overseas. 

Soon  came  the  Karlsefin  again — she  of  the 


trampish  habits — gleaning  a  cargo  of®®*  cocoa- 
nuts  for  a  speculative  descent  upon  the  New 
York  market.  Keogh  was  booked  for  a  pas¬ 
sage  on  the®*®  return  trip. 

“Yes,  I’m  going  to  New  York,”  he  explained 
to  the  group  of  his  countrymen  that  had 
gathered  on  the  beach®*®  to  see  him  off.  “But 
I’ll  be  back  before  you  miss  me.  I’ve  under¬ 
taken  the  art  education  of  this  piebald®*® 
country,  and  I’m  not  the  man  to  desert  it  while 
it’s  in  the  early  throes  of  tintypes.” 

With  this  mysterious**®  declaration  of  his 
intentions  Keogh  boarded  the  Karlsefin. 

Ten  days  later,  shivering,  with  the  collar 
of*®®  his  thin  coat  turned  high,  he  burst  into 
the  studio  of  Carolus  White  at  the  top  of  a 
tall  building  in  Tenth**®  Street,  New  York 
City. 

(Carolus  White  was  smoking  a  cigarette  and 
frying  sausages  over  an  oil  stove.  He*'^  was 
only  twenty-three,  and  had  noble  theories 
about  art. 

“Billy  Keogh !”  exclaimed  White,  extending 
the  hand**®  that  was  not  busy  with  the  frying 
pan.  “From  what  part  of  the  uncivilized 
world,  I  wonder!” 

“Hello,  Carry,”  said®®®  Keogh,  dragging 
forward  a  stool,  and  holding  his  fingers  close 
to  the  stove.  “I’m  glad  I  found  you  so  soon. 
I’ve  been  looking*®®  for  you  all  day  in  the 
directories  and  art  galleries.  The  free-lunch 
man  on  the  corner  told  me  where  you®*®  were, 
quick.  I  was  sure  you’d  be  painting  pictures 
yet  ” 

Keogh  glanced  about  the  studio  with  the 
shrewd  eye  of  a®*®  connoisseur  in  business. 

“Yes,  you  can  do  it,”  he  declared,  with  many 
gentle  nods  of  his  head.  “That  big  one  in 
the  corner®*®  with  the  angels  and  green  clouds 
and  bandwagon  is  just  the  sort  of  thing  we 
want.  What  would  you  call  that,  Carry — 
scene’®*®  from  Coney  Island,  ain’t  it?” 

“That,”  said  White,  “I  had  intended  to  call 
‘The  Translation  of  Elijah,’  but  you  may’®®* 
be  nearer  right  than  I  am.” 

“Name  doesn’t  matter,”  said  Keogh,  largely; 
“it’s  the  frame  and  the  varieties  of  paint 
that’®*®  does  the  trick.  Now,  I  can  tell  you 
in  a  minute  what  I  want.  I’ve  come  on  a 
little  voyage  of  two  thousand  miles’®*®  to  take 
you  in  with  me  on  a  scheme.  I  thought  of 
you  as  .soon  as  the  scheme  showed  itself  to 
me.  How  would  you  like  to’®*®  go  back  with 
me  and  paint  a  picture?  Ninety  days  for  the 
trip,  and  five  thousand  dollars  for  the  job.” 

“Cereal  food”®*  or  hair-tonic  posters?” 
asked  White. 

“It  isn’t  an  ad.” 

“What  kind  of  a  picture  is  it  to  be?” 

“It’s  a  long  story,””®®  said  Keogh. 

“Go  ahead  with  it.  If  you  don’t  mind, 
while  you  talk  I’ll  just  keep  my  eye  on  these 
sausages.  Let  ’em  get”*®  one  shade  deeper 
than  a  Vandyke  brown  and  you  spoil  ’em.” 

Kec^h  explained  his  project.  They  were  to 
return  to  Coralio,”*®  where  White  was  to 
po^  as  a  distinguished  American  portrait 
painter  who  was  touring  in  the  tropics  as”*® 
a  relaxation  from  his  arduous  and  remunera¬ 
tive  professional  labors.  It  was  not  an’®*®  un¬ 
reasonable  hope,  even  to  those  who  had  trod 
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Get  a  choice  position  through  us — any  part  of  the 
country.  Openings  in  business  schools,  high  schools, 
colleges — now  or  later.  Half  of  the  state  universities 
have  selected  our  candidates.  Dependable  service.  Em¬ 
ployers  report  your  vacancies.  Write  us  now. 

SPECIALISTS’  EDUCATIONAL  BUREAU 

Robert  A.  Grant,  Pre»ident  Shubert-Rialto  Bldg.,  St.  Louis,  Mo. 


July  Cherries 

Written  July  11.  Although,  so  far,  this  season  has 
been  the  dullest  season  we  have  ever  known,  we  have 
recently  placed  teachers  in  Delaware,  New  York,  Con¬ 
necticut,  and  Massachusetts  at  salaries  ranging  from 
$1200  to  $2100.  We  have  positions  open  today  in  Virginia, 
Rhode  Island,  Missouri,  Massachusetts,  New  York,  Penn¬ 
sylvania,  Iowa,  Wisconsin,  Connecticut,  North  Dakota, 
Arizona,  New  Hampshire.  May  we  help  you? 

THE  NATIONAL  COMMERCIAL  TEACHERS  AGENCY 

(A  Specialty  by  a  Specialiat) 

E.  E.  Gaylord,  Mgr.  Larcom  Ave.,  Beverly,  Mass. 
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in  the  beaten  paths  of  business,  that  an  artist 
with  so  much  prestige'-^®  might  secure  a  com¬ 
mission  to  perpetuate  upon  canvas  the  linea¬ 
ments  of  the  president,  and*^^*®  secure  a  share 
of  the  pesos  that  were  raining  upon  the 
caterers  to  his  weaknesses. 

Keogh  had  set  his  price'"®®  at  ten  thousand 
dollars.  Artists  had  been  paid  more  for  por¬ 
traits.  He  and  White  were  to  share  the  ex¬ 
penses  of  the  trip,'^®®  and  divide  the  possible 
profits.  Thus  he  laid  the  scheme  before  White, 
whom  he  had  known  in  the  West  before  one'®®® 
declared  for  Art  and  the  other  became  a 
Bedouin. 

Before  long  the  two  machinators  abandoned 
the  rigor*®"®  of  the  bare  studio  for  a  snug 
corner  of  a  cafe.  There  they  sat  far  into  the 
night,  with  old  envelopes*®*®  and  Keogh’s  stub 
of  blue  pencil  between  them. 

At  twelve  o’clock  White  doubled  up  in  his 
chair,  with  his  chin  on  his  fist,*®®®  and  shut 
his  eyes  at  the  unbeautiful  wall  paper. 

“I’ll  go  you,  Billy,’’  he  said,  in  the  quiet 
tones  of*®®®  decision.  “I’ve  got  two  or  three 
hundred  saved  up  for  sausages  and  rent,  and 
I’ll  take  the  chance  with  you.  Five  thousand ! 
It  will**®®  give  me  two  years  in  Paris  and  one 
in  Italy.  I’ll  begin  to  pack  tomorrow.’’ 

“You’ll  begin  in  ten  minutes,’’**®®  said  Keogh. 
“It’s  tomorrow  now.  The  Karlsefin  starts  back 
at  four  P.  M.  Come  on  to  your  painting  shop, 
and  I’ll  help***®  you.’’  (1441) 

iTo  be  continued  next  month) 

Completing 

A  '^Teaser'  for  Your  Talent 

{Those  of  yon  who  read  "One  Difference  Between 
Great  Men  and  Us,"  a  shorthand  article  by  Bruce 
Barton  that  appeared  in  the  June  Gregg  Writer,  may 
recognise  the  matter  used  as  this  first  "teaser,"  and 
have  found  it  easier  to  supply  the  missing  words  for 
having  read  the  complete  plate  before.) 

“It  was  one  of  those  scorching  summer 
days  when  no  one  (seemed)  inclined  foi; 
work,’’  says  Sir  T.  E.  Fuller  in  his®®  “Remi¬ 
niscence  of  (Cecil)  Rhodes.’’ 

“I  strolled  into  the  Secretary’s  office  (in  the 
government  building.  Cape  Colony)*®  simply 
for  a  chat.  We  talked  lazily,  and  conversa¬ 
tion  (flagged).  Suddenly  pointing  to  the 
large  map  of  Africa®®  hung  on  the  office 
(wall),  he  exclaimed: 

“  ‘Let  us  fetch  Rhodes  and  get  him  onto 
the  (map)  !’ 

“Mr.  Rhodes  came  into  the®®  room,  and  he 
did  get  onto  the  (map),  and  the  trouble  was 
to  get  him  away  from  it.  He  (discoursed) 
for  a  full  hour*®®  on  the  land  and  its  people 
and  his  own  schemes.  (We)  soon  forgot  the 
heat  under  the  spell  of  his  enthusiasm.”^"^ 

To  push  the  boundaries  of  the  British  (Em¬ 
pire)  north  into  the  lands  where  only  savages 
and  cannibals**®  had  (dwelt),  to  link  the  whole 
vast  continent  by  railroads  and  (telegraph) 
lines — this  was  the  empire  dream  of  Cecil 
Rhodes.*®® 

Immersed  (in)  that  dream,  he  had  no  time 
to  think  about  the  heat.  The  probabilities 
are,  indeed,  that  (he  was)*®®  almost  uncon¬ 
scious  of  it,  for  the  secret  of  being  insulated 


against  the  unavoidable  (discomforts)®®®  and 
annoyances  of  the  world  is  this — to  find  a  big 
job  and  get  (absorbed)  in  it  utterly. 

This  is  one  of®®®  the  chief  points  in  which 
great  men  differ  from  us.  (228) 

Key  to  the  }Aay  0.  G.  A.  Test 

The  demands  made  upon  young  men  and 
young  women  in  business  today  are  far 
greater  than  in  any  previous®®  generation.  To 
meet  them  one  must  be  always  on  the  alert  to 
e.xercise  the  full  power  of  mind  and*®  experi¬ 
ence  in  every  situation.  This  necessitates  a 
broad  comprehension  of  business  as  a  proper®® 
background  for  making  quick  decisions  of  im¬ 
portance.  It  requires  an  acquaintance  with 
the  new  methods  and  machines®®  that  are  be¬ 
ing  devised  every  day  to  make  the  work  of  the 
office  easier. 

There  are  many  books  on*®®  many  subjects 
that  cover  business  and  finance,  manufacturing 
and  shipping,  buying  and  selling,  and  office*®® 
production.  Nothing  pays  better  than  the  right 
kind  of  reading  on  this  matter.  (134) 

An  Office 

Reprinted  from  the  “Kansas  Teacher f’  May,  ig}i 

An  office  is  a  funny  thing ;  each  morning 
certain  men 

And  certain  girls  and  certain  boys  come  into 
it  again;®® 

And  hang  their  coats  on  certain  pegs,  their 
hats  on  certain  hooks. 

And  sit  them  down  at  certain  desks  in  front 
of  certain  books.*® 

They  all  have  certain  work  to  do  in  just  a 
certain  time. 

Concerning  certain  dollars  for  a  certain  fixed 
per  diem;®® 

And  then  at  just  a  certain  hour,  in  sunshine 
or  in  rain. 

They  close  their  desks  and  hurry  out  to  catch 
a  certain  train.®® 

An  office  is  a  tragic  thing  when  that  is  all 
there  is. 

When  each  one  has  his  certain  work  and  certain 
way  of  his*®® 

And  wallows  in  a  certain  rut  and  never  seems 
to  see 

That  there  are  certain  other  ones  in  life  as 
well  as  he;*®® 

For  we  would  find  a  certain  fun  in  certain 
other  ways. 

If  we  would  give  a  word  of  cheer  on  certain 
busy  days — **® 

When  problems  vex,  when  certain  things  re¬ 
quire  a  helping  hand. 

Would  give  a  certain  sympathy  that  mortals 
understand.*®® 

.An  office  is  a  pleasant  place — at  least  a  certain 
kind 

That  has  a  certain  brotherhood,  where  day  by 
day  you  find*®® 

Some  neighbor  with  a  new  idea  he’s  glad  to 
pass  along, 

A  certain  sort  of  friendliness,  a  certain  kind 
of  song.®®® 
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There  is  a  certain  duty  that  we  owe  to  other 
men — 

To  help  them  when  they  need  a  lift  to  steady 
them  again.^^” 

An  oftice  can  become  in  time,  to  man  and  girl 
and  boy, 

A  certain  kind  of  fellowship,  and  work  a 
certain  joy.  (240) 

— Author  Unknown 

Can  You  Start  Something! 

From  "Your  Job” 

By  Harold  Whitehead ^  of  Boston  University 

Are  you  a  man  of  initiative?  Can  you  start 
something  without  being  prodded  into  action? 
If  so,  shake^“  hands  with  yourself,  for  you 
possess  a  quality  of  leadership. 

But  suppose  you  are  one  of  the  majority**^ 
who  follow  the  lead  of  others !  What  are  you 
going  to  do  about  taking  yourself  out  of  the 
“follow”  class  and*”^  putting  yourself  into  the 
“lead”  class? 

Instead  of  just  saying  to  you  “develop  your 
initiative,”  I  will®®  show  you  how  to  do  it. 

The  man  of  initiative  is  he  who,  after  a 
decision  has  been  made,  has  the^®®  will  power 
to  act  on  that  decision. 

The  man  who  lacks  initiative  is  he  who 
doubts  his  own  judgment  and^^®  depends  on 
others  to  lead  the  way  and  be  responsible  for 
his  actions. 

How  can  you  develop  initiative  ?^^® 

First  of  all — don’t  ask  every  Tom,  Dick, 
and  Harry  for  their  opinions  of  things  which 
you  know  more  about^®®  than  they  do.  Such 
opinions  are  worthless  and  merely  unsettle 
yo  1.  Remember  that  you  know  more  about 
your  problem^®®  than  anyone  else  and  are  just 
as  capable  of  coming  to  a  logical  decision  as 
anyone'**®  else. 

One  reason  why  many  people  lack  initiative 
is  fear.  They  are  afraid  of  attracting  atten¬ 
tion-'®  to  themselves;  they  are  afraid  of  a 
mistake  which  may  make  them  an  object  of 
ridicule. 

Just  remember  that  most^*®  people  know  no 
more  than  you  do  and  you  will  quickly  come 
to  rely  on  your  own  ideas.  Just  remember 
that'®®  no  one  notices  a  “dead  one”  and  that 
progress  means  action  and  all  action  attracts 
attention. 

It  must  be  clear-®®  to  you,  then,  tha’t  success 
depends  on  action,  and  action  depends  on  get¬ 
ting  started — initiative. 

An®®®  employer  told  a  new  man,  “Do  some¬ 
thing  for  yourself — do  it  wrong  rather  than 
do  nothing.  No  man  can  get  on  until®®®  he  takes 
responsibility.  Don’t  be  a  ‘me-too’  man  or  you 
will  become  an  echo.  Be  the  man  who  does 
the®*®  shouting,  not  the  fellow  who  simply 
agrees.” 

Successful  men  make  mistakes,  but  they  do 
not  repeat  them.  Do  not  let®®®  one  failure 
prevent  you  from  profiting  by  it  and  going 
ahead  again  on  your  own  responsibility."® 
Begin  by  doing  little  things  which  you  think 
should  be  done.  Get  into  the  habit  of  doing 
something  every*®®  day  without  being  told  to. 


Very  quickly  you  will  be  doing  big  things  with¬ 
out  being  told. 

Then  you  will  glory*^®  in  responsibility  and 
power,  for  people  are  eager  to  give  respon¬ 
sibility  to  those  who  have**®  the  initiative  to 
take  it. 

A  final  word  of  warning,  “Start”  some¬ 
thing,  by  all  means,  but  think  first  how  you 
will*®®  finish  it  and  where  the  finish  is.  (4^) 

A  Cheese  Adventure 

From  "Three  Men  in  a  Boat” 

By  Jerome  K.  Jerome 

For  other  breakfast  things,  George  sug¬ 
gested  eggs  and  bacon,  which  were  easy  to 
cook,  cold  meat,  tea,  bread  and  butter,  and®® 
jam.  For  lunch,  he  said,  we  could  have  bis¬ 
cuits,  cold  meat,  bread  and  butter  and  jam — 
but  no  cheese.  Cheese,  like  oil,  makes  too 
much  of*®  itself.  It  wants  the  whole  boat  to 
itself.  It  goes  through  the  hamper  and  gives 
a  cheesy  flavor  to  everything®®  else  there. 
You  can’t  tell  whether  you  are  eating  apple 
pie,  or  German  sausage,  or  strawberries  and 
cream.  It  all  seen>s®®  cheese.  There  is  too 
much  odor  about  cheese. 

I  remember  a  friend  of  mine  buying  a  couple 
of  cheeses  at*®®  Liverpool.  Splendid  cheeses 
they  were,  ripe  and  mellow,  and  with  a  200 
horsepower  scent  about  them  that  might 
have*®®  been  warranted  to  carry  three  miles 
and  knock  a  man  over  at  two  hundred  yards. 

I  was  in  Liverpool  at  the**®  time,  and  my 
friend  said  that  if  I  didn’t  mind  he  would 
get  me  to  take  them  back  with  me  to  London, 
as  he  should  not*®®  be  coming  up  for  a  day  or 
two  himself,  and  he  didn’t  think  the  cheeses 
ought  to  be  kept  much  longer, 

“Oh,  with*®®  pleasure,  dear  boy,”  I  replied, 
“with  pleasure.” 

I  called  for  the  cheeses  and  took  them  away 
in  a  cab.  It  was  a®®®  ramshackle  affair, 
dragged  along  by  a  knock-kneed,  broken- 
winded  somnambulist,  which  his  owner  in  a 
moment  of®“  enthusiasm  during  conversation 
referred  to  as  a  horse.  I  put  the  cheeses  on 
the  top  and  we^*®  started  off  at  a  shamble 
that  would  have  done  credit  to  the  swiftest 
steamroller  ever  built,  and  all  went  merry 
as®®®  a  funeral  bell,  until  we  turned  the  comer. 
There,  the  wind  carried  a  whiff  from  the 
cheeses  full  on  to  our  steed.®®®  It  woke  him 
up,  and,  with  a  snort  of  terror,  he  dashed  off 
at  three  miles  an  hour.  The  wind  still  blew 
in  his  direction,®®®  and  before  we  reached  the 
end  of  the  street  he  was  laying  himself  out  at 
the  rate  of  nearly  four  miles  an  hour,®®® 
leaving  the  cripples  and  stout  old  ladies  simply 
nowhere. 

It  took  two  porters  as  well  as  the  driver 
to  hold  him  in®^  at  the  station;  and  I  do  not 
think  they  would  have  done  it,  even  then,  had 
not  one  of  them  put  a  handkerchief®®®  over  his 
nose,  and  lit  a  piece  of  brown  paper. 

I  took  my  ticket,  and  marched  proudly  up 
the  platform  with  my  cheeses,®®®  the  people 
falling  back  respectfully  on  either  side.  The 
train  was  crowded,  and  I  had  to  get  into  a*®® 
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carriage  where  there  were  already  seven  other 
people.  One  crusty  old  gentleman  objected, 
but  I  got  notwithstanding ;  and,  putting 

my  cheeses  upon  the  rack,  squeezed  down  with 
a  pleasant  smile,  and  said  it  was  a  warm  day. 

few  moments  passed,  and  then  the  old 
gentleman  began  to  fidget 

“Very  close  in  here,”  he  said. 

“Quite  oppressive,”  said^®®  the  man  next  to 
him. 

And  then  they  both  began  sniffing,  and,  at 
the  third  sniff,  they  caught  it  right  on  the 
chest,  and  rose  up*®°  without  another  word  and 
went  out.  And  then  a  stout  lady  got  up,  and 
said  it  was  disgraceful  that  a  respectable*®® 
married  woman  should  be  harried  about  in  this 
way,  and  gathered  up  a  bag  and  eight  parcels 
and  went.  The*“°  remaining  four  passengers 
sat  on  for  a  while,  until  a  solemn-looking  man 
in  the  corner  who,  from  his  dress**®  and 
general  appearance,  seemed  to  belong  to  the 
undertaker  class,  said  it  put  him  in  mind  of  a 
dead  baby;*®®  and  the  other  three  passengers 
tried  to  get  out  of  the  door  at  the  same  time, 
and  hurt  themselves. 

I  smiled  at  the  *®®  black  gentleman,  and  said 
I  thought  we  were  going  to  have  the  carriage 
to  ourselves,  and  he  laughed  pleasantly,  and 
said®®®  that  some  people  made  such  a  fuss 
over  a  little  thing.  But  even  he  grew  strangely 
depressed  after  we  had®*®  started,  and  so,  when 
we  reached  Crewe,  I  asked  him  to  come  and 
have  a  drink.  He  accepted,  and  we  forced  our 
way  into  the®^®  buffet,  where  we  yelled,  and 
stamped,  and  waved  our  umbrellas  for  a 
quarter  of  an  hour;  and  then  a  young  lady 
came  and®®®  asked  us  if  we  wanted  anything. 

“What’s  yours?”  I  said,  turning  to  my 
friend. 

“I’ll  have  half-a-crown’s  worth  of  brandy, 
neat,®*®  if  you  please,  miss,”  he  responded. 

And  he  went  off  quietly  after  he  had  drunk 
it  and  got  into  another'^®®  carriage,  which  I 
thought  mean. 

From  Crewe  I  had  the  compartment  to  my¬ 
self,  though  the  train  was  crowded.  As  we 
drew  up  aC^°  the  different  stations,  the  people, 
seeing  my  empty  carriage,  would  rush  for 
it.  “Here  you  are.  Maria ;  corne^*®  along, 
plenty  of  room.”  “All  right,  Tom;  we’ll  get 
in  here,”  they  would  shout.  And  they  would 
run  along,  carrying  heavy  bags,  and^®®  fight 
round  the  door  to  get  in  first.  And  one  would 
open  the  door  and  mount  the  steps,  and  stagger 
back  into  the  arms  oF*®  the  man  behind  him 
and  they  would  all  come  and  have  a  sniff,  and 
then  drop  off  and  squeeze  into  other  carriages, 
orwx)  pay  the  difference  and  go  “first.” 

From  Euston,  I  took  the  cheeses  down  to 
my  friend’s  house.  When  his  wife  came  into 
the  room®*®  she  smelt  round  for  an  instant. 
Then  she  said: 

“What  is  it?  Tell  me  the  worst.” 

I  said:  “It’s  cheeses.  Tom  bought  them 
in®*®  Liverpool,  and  asked  me  to  bring  them 
up  with  me.” 

And  I  added  that  I  hoped  she  understood 
it  had  nothing  to  do*®®  with  me;  and  she  said 
she  was  sure  of  that,  but  that  she  would 
speak  to  Tom  about  it  when  he  came  back. 

My  friend  was**®  detained  in  Liverpool 


longer  than  he  expected;  and,  three  days 
later,  as  he  hadn’t  returned  home,  his  wife 
called  on®®®  me.  She  said: 

“What  did  Tom  say  about  those  cheeses?” 

I  replied  that  he  had  directed  they  were  to 
be  kept  in  a®*®  moist  place,  and  that  nobody 
was  to  touch  them. 

She  said:  “Nobody’s  likely  to  touch  them. 
Had  he  smelt  them?” 

I  thought  he®*®  had,  and  added  that  he 
seemed  greatly  attached  to  them. 

“You  think  he  would  be  upset,”  she  queried, 
“if  I  gave  a  man®®®  a  sovereign  to  take  them 
away  and  bury  them?” 

I  answered  that  I  thought  he  would  never 
smile  again. 

An  idea®*®  struck  her.  She  said : 

“Do  you  mind  keeping  them  for  him?  Let 
me  send  them  round  to  you.” 

“Madam,”  I  replied,  “for  myself'®®®  I  like 
the  smell  of  cheese,  and  the  journey  the  other 
dav  with  them  from  Liverpool  I  shall  ever  look 
back  upon'®*®  as  a  happy  ending  to  a  pleasant 
holiday.  But  in  this  world,  we  must  consider 
others.  The  lady'®*®  under  whose  roof  I  nave 
the  honor  of  residing  is  a  widow,  and  for  all 
I  know,  possibly  an  orphan  too.”'®®® 

My  friend  got  rid  of  them  at  last  by  taking 
them  to  a  seaside  town  and  burying  them  on 
the  beach.  It  gained  the'®*®  place  quite  a 
reputation,  and  the  weak  chested  thronged 
there  for  years  afterwards.  (1094) — Reprinted 
from  the  “Gregg  Shorthand  Magazine,”  Lon¬ 
don,  England. 


A  Suit  for  Damages — I 

CROSS-EXAMINATION  BY  MR.  GREEN 

Q  Did  you  ever  tell  the  lawyer  that  the 
accident  happened  on  the  northwest  corner? 
A  No,  sir. 

Q*®  Did  you  ever  tell  him  that  it  happened 
at  the  northwest  corner,  intersection  of  Third 
Avenue  and  Fifteenth*®  Street?  A  No,  sir. 

Q  You  told  him  all  along  that  this  hap¬ 
pened  on  the  south  side?  A  On  the  south¬ 
west®®  corner. 

Q  That  is  what  you  told  him  right  along — 
you  told  the  lawyer  that  right  along  ?  A  I  only 
told*®  it  to  him  now. 

Q  Didn’t  you  talk  to  him  before  you  went 
on  the  stand?  A  No,  sir.  I  spoke  to  him 
Monday,'®®  the  first  day  the  case  was  on. 

Q  Is  that  the  first  time  since  the  accident 
that  you  ever  told  him  anything'*®  about  the 
accident?  A  Yes,  sir,  to  Mr.  Williams. 

Q  Anybody  from  his  office?  A'*®  A  Mr. 
Harper. 

Q  Did  you  talk  to  Mr.  Harper  about  the 
accident?  A  Yes,  sir. 

Q  How'®°  long  ago?  A  About  three  days 
after  the  accident. 

Q  Did  you  give  him  a  statement  how  it 
happened?'*®  A  No,  sir. 

0  Did  you  give  him  a  signed  statement? 
A  No,  sir. 

Q  Did  he  write  down  what  you  said? 
A*®®  He  wrote  down  what  I  said. 

Q  Did  you  sign  it?  A  No,  sir. 
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Q  Did  you  refuse  to  sign  it?  I  re¬ 

fused  to  sign  when  somebody  else  came  down 
to  see  me. 

Q  I  did  not  ask  you  that,  did  I?  I  asked 
you*^®  if  you  refused  to  sign  the  statement. 
A  You  asked  me  a  question  before,  whether 
I  spoke  to  anylx)dy.“'^“  I  spoke  to  somebody 
from  your  office,  too. 

Q  I  asked  you  whether  you  had  spoken  to 
anybody  from-**®  our  side  about  this  accident? 
A  I  did. 

Q  I  will  ask  about  my  office  a  few  minutes 
later.’*®®  Where  is  Mr.  Gordon  now?  A  Your 
man  knows  where  he  is  at. 

Q  You  know?  A  I  did  not  know  untiP-® 
he  told  me. 

Q  Don’t  you  know  where  he  is?  A  Mr. 
Thompson  told  me  where  he  is.  (336) 

{To  be  continued  next  month) 

Short  Stories  in  Shorthand 

Turn  On  the  Heat! 

Flapper :  Don’t  you  speak  to  him  any  more  ? 

Ditto ;  No !  Whenever  I  pass  him  I  give 
him  the  geological*®  survey. 

Geological  survey? 

Yes,  that’s  what  is  commonly  known  as  the 
stony  stare. — Kansas  Sour  Oivl  (40) 

Mere  Suggestion 

Wife  (whose  mother  has  been  visiting  them 
for  six  months)  :  What  shall  I  give  mother 
for  a  present,  dear? 

Fed-up  husband  :-®  Suppose  you  give  her  a 
traveling  bag? — Tit-Bits  (29) 

Dared  Him 

The  ambitious  young  actor  had  set  out  to 
conquer  the  Provinces  with  “Hamlet,”  but  the 
tour  soon  ended,  and  he’-®  was  compelled  to 
walk  home. 

“Didn’t  they  like  you?”  asked  a  sympathetic 
friend. 

“They  didn’t  seem  to,”  replied  the  actor,^® 
sadly. 

“But  didn’t  they  ask  you  to  come  before  the 
curtain?” 

“Ask  me !”  repeated  the  would-be  actor, 
with  tears®®  in  his  eyes.  “Ask  me !  They  even 
dared  me.” — Vancouver  Province  (70)‘ 

Getting  in  Wrong 

“Don’t  you  see  the  resemblance?”  asked  the 
proud  mother,  exhibiting  the  baby.  “Just  look 
at  our  faces  side  by  side.”’-® 

“Nothing  could  be  plainer,”  replied  the 
guest,  absent-mindedly. — Manchester,  England, 
Sews  (35) 

The  Jolly  Tar 

Sailor  (who  had  fallen  overboard)  :  Drop 
me  a  line.  Mate. 

Mate :  Yes,  you  write  me  once  in  a  while, 
too. — School  and  Community  (20) 


Teachers'  Certificates 

{Continued  from  page  12) 

Franres  E.  Geske,  St.  Paul,  Minnesota 
Hazel  A.  Gilman,  Buffalo,  New  York 
Edna  A.  Goodin,  San  Francisco,  California 
Irfna  L.  Gorsen,  Bridgeton,  New  Jersey 
Ada  Green,  Washington,  D.  C. 

Julia  Roberta  Griggs,  Evanston,  Illinois 
Emma  Collard  Guay,  I»s  Angeles,  California 
Mrs.  Evangeline  HamiUon,  Longview,  Wasliington 
Emma  Jean  Hansen,  Denmark,  Wisconsin 
Henrlette  W.  Hellmann,  Philadelphia,  Pennsylvania 
Alice  Herman,  C.  Juarez  Chih.,  Mexico 

Sister  M.  Hermann  Joseph,  St.  Hyacinthe,  Quebec,  Canada 

G.  La  Verne  Hinde,  Early,  Iowa 

Loretta  Mary  Horgan,  Cedar  I'alls.  Iowa 

Helen  Frances  Hughes,  Cedar  Fails,  Iowa 

Sadye  Mai  Hunter,  Chattanooga,  Tennessee 

Exie  L.  Johnson,  Lexington,  Tennessee 

Jay  R.  Johnson,  Cedar  Falls,  Iowa 

Germaine  Joncas,  Dalhousie,  New  Brunswick,  Canada 

Grace  Winifred  Junes,  Philadelpliia,  Pennsylvania 

.Miry  Jones,  Knoxville,  Tennessee 

Mildrevl  Junes,  Lexington,  Tennessee 

Ruth  Jorgensen,  Lincoln,  Nebraska 

Irene  Joyce,  Lexington,  Tennessee 

Leah  V,  Junker,  Cedar  Fails,  Iowa 

Brotiier  Boniventure  Kenny,  Vicksburg,  Mississippi 

Opal  M.  King,  I.,ead,  South  Dakota 

Edward  F,  Klubertanz,  Lake  Charles,  Louisiana 

Slilrley  Ann  Kraft,  Cedar  Falls,  Iowa 

Dorothy  Lamb,  Enid,  Oklahoma 

Daisy  Lee  Lane,  Memphis,  Tennessee 

Sadie  H.  Lerner,  New  York,  New  York 

Rosalie  G.  Leto,  Kennett  Square,  Pennsylvania 

Mrs.  E.  V'iola  Long,  Lubbock,  Texas 

Dorothy  Lynn,  Lexington,  Tennessee 

Sister  Marie  du  Christ  Roi,  Upton,  Quebec,  Canada 

Kathryn  L.  Mayberry,  Pueblo,  Colorado 

Beverly  V.  McKibbln,  Olympia,  Washington 

Sister  M.  Mercedes  McGinnis,  El  Paso,  Texas 

Helen  McMasters,  Mayfield,  Kentucky 

Anno  W,  Meriam,  Kensington,  Maryland 

Jennabelle  Miller,  Cedar  Falls,  Iowa 

Loraine  Miller,  St.  Joseph,  Kentucky 

M.  Alice  Miller,  Winfield,  Kansas 

A.  Dorothy  Mundorf,  York,  Pennsylvania 

Marie  M.  Nelson,  Cedar  Falls,  Iowa 

Bennie  Mae  Owens,  Paris,  Tennessee 

Vennle  L'*e  Owens,  Paris,  Tennessee 

.4nna  L.  Paulson,  Cedar  Falls,  Iowa 

Crystal  A.  Paulson,  Cedar  Falls,  Iowa 

Minnie  Peters,  Sioux  Falls,  South  Dakota 

Nellie  Petersen,  Cedar  Falls,  Iowa 

Hutho  R.  Phillips,  Cedar  Falls,  Iowa 

Hervey  Phipps,  Pueblo,  Colorado 

Mrs.  Carmen  B.  Plnela,  Santurce,  Porto  Biro 

Isabel  Postlethwalte,  Cressona,  Pennsylvania 

Sydna  Adams  Rogers,  Pueblo,  Colorado 

Carmen  A.  Rossio,  Lead,  South  Dakota 

Frances  Ruark,  Bonham,  Texas 

Vivian  Eytehlson  Sago,  Altus,  Oklahoma 

Sister  M.  St.  Camille  de  Lellls,  St.  Aime,  Quebec,  Canada 

J.  Bryce  Sardiga,  Cleveland,  Ohio 

Beatrice  Scales,  Nashville,  Tennessee 

Nan  Martha  Scott,  Drexel  Hill,  Pennsylvania 

Isabelle  Scrlven,  Johnstown,  New  York 

Gladlce  Sears,  Cedar  Falls,  Iowa 

Eula  Sharber,  Nashville,  Tennessee 

Mae  F.  Shay,  Winona,  Minnesota 

Cecil  Singer,  Corsicana,  Texas 

M,  W.  sugar,  Garfield,  Washington 

Josephine  Terrell  Smith,  Fort  Worth,  Texas 

Ruby  E.  Smith,  Dunlap,  Iowa 

Martha  L,  Southall,  Franklin,  Tennessee 

Norman  Sylvester  Stelnmeyer,  Philadelphia,  Pennsylvania 

Elsie  K.  Stephan,  Early,  Iowa 

Ruth  E,  Sti'.well,  Cedar  Falls,  Iowa 

Kosalyne  Taylor,  Shreveport,  Louisiana 

Margaret  E.  Thompson,  Cedar  Falls,  Iowa 

Alice  S.  Tibbetts,  Green  Bay,  Wisconsin 

Minna  Louise  Tisdale,  Manning,  Iowa 

Betty  L.  Trailer,  Manitou,  Colorado 

Jean  Thomas  Vaughan,  Haddonfleld,  New  Jersey 

Helen  M,  Wegner,  Postville,  Iowa 

Eva  Mae  Weir,  Groveland,  Florida 

Irene  W.  Wheeler,  Cedar  Falls,  Iowa 

Alger  Whltcraft,  West  Chester,  Pennsylvania 

Cora  Wllkerson,  Lexington,  Tennessee 

Florence  Ellis  Williams,  Nashville,  Tennessee 

Margaret  Wisner,  Takoma  Park,  Maryland 

Mary  Theresa  Woods,  Pueblo  Colorado 

Mrs.  Margaret  Word.  San  Antonio.  Texas 
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Gregg  Shorthand  Books 

cAnniversary  Editions 


Basic  Books 

Gregg  Shorthand  Manual  (Gregg) .  $1.50 

Gregg  Speed  Studies  (Gregg) .  1.20 

Progressive  Exercises  in  Gregg  Shorthand  (Gregg) . 50 

Graded  Readings  in  Gregg  Shorthand  (Hunter) . 75 

Rational  Dictation  (McNamara  and  Markett) .  1.40 

Supplementary  Books 

Word  and  Sentence  Drills  for  Gregg  Shorthand  (Markett).  .  .60 

Gregg  Shorthand  Dictionary  (Gregg) .  1.50 

Gregg  Shorthand  Phrase  Book  (Gregg) .  1.00 

Intensive  Exercises  in  Shorthand  Vocabulary  Building 

(Swem)  .  .76 

Progressive  Dictation  (Wilson) . 56 

Dictation  for  Beginners  (Bisbee) . 72 

Short  Business  Letters  for  Dictation  (Gross) . 60 

Transcription  Drills  (Ross) .  1.20 

Vocabulary  of  the  Gregg  Shorthand  Manual  (Gregg)  .  .  .net  .25 
Teaching  Gregg  Shorthand  by  the  Analytical  Method 

(Frick)  .  2.00 

Diagnostic  Testing  and  Remedial  Teaching  of  Gregg 

Shorthand  ( Rollinson )  2.80 

Gregg  Reporting  Shortcuts  (Gregg) .  2.25 

Reading  Books 

Aesop’s  Fables  .  .24 

The  Diamond  Necklace  (de  Maupassant)  .  .16 

The  Great  Stone  Face  (Hawthorne) . 24 

Alice  in  Wonderland  (Carroll) . 60 

Rip  Van  Winkle,  Anniversary  Edition  (Irving) . 28 


Order  from  our  nearest  office 

We  GREGG  PUBLISHING  COMPANY 

New  York  Chicago  San  Francisco  Boston 


Toronto 


London 


Sydney 


The  American  Shorthand  Teacher  for  September 


GREGG  TYPING 

Techniques  and  Projects 

By  RUPERT  P.  SoRELLE  and  HAROLD  H.  SMITH 

The  newest  and  most  distinctive  series  of  typing  texts  featuring  the 
Rational  Method,  introducing  procedures  never  before  presented 
in  typing  texts.  A  complete  WHAT,  WHY,  and  HOW  of  typing 
practice. 

THE  RATIONAL  SERIES 

BEGAN  A  Rational  Typewriting  made  the  first  real  contribution  to  the  science 

LEADER  of  teaching  typing  after  the  touch  method  was  launched.  Its 

leadership  was  established  on  the  pedagogically  sound  simple-to- 
complex,  first-finger-first  idea. 

LEADERSHIP  In  succeeding  editions  its  author  incorporated  not  only  the  best 
WITH  methods  of  the  most  progressive  teachers,  but  he  anticipated  and 

FORESIGHT  introduced  new  methods  as  the  result  of  constant  research  and 

investigation.  Today  it  leads  all  other  methods  in  classroom  results 
and  on-the-job  results. 

DEVELOPS  Three  Rational-trained  typists  have  won  the  world’s  championship. 
WINNERS  Students  trained  by  this  method  have  won  more  first  places  in  local 

and  state  typing  contests  than  have  been  won  by  students  trained 
by  all  other  methods  combined. 

TRAINS  FOR  The  Rational  objective  is  always  preparation  for  the  job.  It  gives 
THE  JOB  the  student  the  richest  possible  content  and  the  greatest  actual 

and  potential  skill  for  the  first  and  succeeding  jobs. 

A  TEXT  FOR  Rational  texts  alone  provide  a  book  for  every  need.  The  Rational 
EVERY  NEED  teacher  fits  the  text  to  the  student — not  the  student  to  the  text! 

OFFERS  A  GREGG  TYPING  TECHNIQUES  AND  PROJECTS  still 
WIDER  further  refine  the  teaching-learning  process  through  their  unique 

CHOICE  treatment,  organization,  and  presentation  of  Rational  Principles. 

GREGG  TYPING  TECHNIQUES  AND  PROJECTS 
Make  Learning  Easy 

Make  Teaching  Easy 

Practically  Self  •Instructing 

Here  are  the  hooks  in  the  New  Gregg  Typing  Series: 

Gregg  Typing,  Book  I;  The  first  course;  completes  the  entire  cycle  of  typing  theory 
and  its  application  to  all  typing  assignments  in  the  modern  business  office. 

Gheik;  Typing,  Book  II;  The  advanced  or  finishing  course;  the  application  of  type¬ 
writing  skill  to  business  projects. 

Gregg  Typing,  Complete  Course:  Books  I  and  II  bound  under  one  cover. 

Gregg  Typing,  College  Course;  Especially  designed  for  private  schools  and  colleges 
where  a  more  intensive  course  is  required. 

Gregg  Typing,  Brief  Course:  For  evening  and  part-time  schools,  and  for  especially 
brief  courses. 

Our  nearest  o^ce  will  gladly  furnish  you  with  a  copy  of  Book  I, 
and  other  important  information.  Complete  book  to  follow  soon. 
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BRIEF  FORM  and 
PHRASE  CHARTS 


Although  the  Anniversary  Edition  of  the 
Gregg  Shorthand  Manual  contains  a  set  of  charts 
for  the  Brief  Forms  and  the  Most  Used  Phrases, 
many  teachers  have  asked  us  to  reprint  these  on 
one  sheet  of  paper  for  the  convenience  of  their 
students.  Therefore  we  have  reprinted  the  four 
charts  from  the  Manual  on  one  sheet  of  strong 
white  bond  paper.  The  selling  price  of  these 
beautifully  lithographed  charts  is  two  cents  a 
sheet  containing  all  four  charts. 

A  teacher’s  key  for  these  charts,  with  the 
words  arranged  in  exactly  the  same  order  as  the 
shorthand  forms  on  the  chart,  is  supplied  with 
each  order.  The  teacher  may  use  this  key  just 
as  though  it  were  the  original  shorthand  chart 
for  dictating  the  Brief  Forms  to  the  class  or  for 
checking  the  pupils’  reading  of  the  chart. 

These  charts  provide  one  of  the  most  effective 
means  available  for  learning  the  Brief  Forms 
and  the  Most  Used  Phrases  easily  and  rapidly. 
Each  student  should  have  one  of  these  charts. 


The  Gregg  Writer 

270  Madison  Avenue  ::  New  York,  N.Y. 
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